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NCR-State-308 (1) , Issued June 23, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


GENERAL 


The instructions contained herein shall be followed in Appli- 
cation for Payment Sections in the State offices of Missouri and 
Wisconsin, in handling Farm Computation sheets, Applications for 
Payment, and related forms. 


The county office will make entrics of basic data on computation 
sheets and will transmit the original and both copies to the State 
office. The State office will check the allotments and yields on the 
farm computation sheets, make all computations thereon, and prepare 
applications for payment. Wherever possible, crrors made by the county 
office on farm computation sheets will be corrected by the State office 
and the county office will be advised of such corrections. The original 
and all copies of farm computation sheets which cannot be corrected will 
be returned to the county office for correction. <A copy of approved 
farm computation shoets will be returned to the county officc, together 
with a copy of the transmittal shect. 


When a representative sample of farm computation sheets from a 
county has been approved by the State office, the rate of deduction 
for county association exvenses will be determined by the State office 
and computations will be made with respect to applications for payment. 
Applications for payment will be transmitted to the county office for 
the signature of applicants and, when properly signed by the appli- 
cants and certified by the county committee, will be returned to the 
State office. 


In order to facilitate the handling of the work in connection 
with farm computation shects and applications for payment, and related 
forms, the Statc committeo Should assist the county committee in 
selecting one person in the county office to be in charge of such 
work, Such person shall be responsible to both the county committee 
and the State committee for the proper handling of the application 
for payment work in connection with the 1939 Agricultural Conservation 
Program. 


Members of the State committee and all persons working in the 
Application for Payment Section in the State office should become 
thoroughly familiar with the instructions contained herein and with 
all other pertinent provisions and instructions relating to the 1939 
Agricultural Conservation Program in the North Central Region. Deviation 
from these instructions will not be permitted. Any qucstions relative 
to the procedure to be followed should be reforred to the person in 
charge of the mit where the question arises and, if such person is 
unable to answer the question satisfactorily, he shall refcr the case 


to the person in charge of the Application for Payment Section. If the 
question is not covered by the instructions contained herein, such 
question shall be referred to the Director of the North Central Division. 


Farm computation sheets and applications for payment shall be 
handled in every unit in the order of their receipt. 


No changes or corrections shall be made on any form used in 
connection with the 1939 Agricultural Conservation Program unless such 
changes or corrections are specifically authorized by these instructions. 
When making any changes or corrections authorized by these instructions, 
draw a line through the incorrect entry in such a manner that the entry 
will remain legible and insert the correct entry in the nearest avail 
able space. 4 


As used herein, the following terms shail have the following’ 
meanings; 


1. TRANSMITTAL means all farm computation sheets or appli- 
cations for payment which are transmitted from the county 
office to the State office or from the State office to 
the county office at one time. 


2, LOT means all farm computation sheets or applications for 
payment, the farm numbers of which are listed on one 
sheet of RF-10. 


%, LOT NUMBER means the number assigned to a lot. Such 
number shall be the same as the sheet number of RF-10. 


4, FARM NUMBER means the minor civil division code and 
the farm number assigned to a farn. 


5. PARTY IN INTEREST means a person who is entitled to a 
share of the soil-depleting crops, other than sugar 
beets, or the proceeds therefrom at the time of harvest, 
a person who contributed to the carrying out of soil- . 
pbuilding practices, or a person who contributed to the 
acreage of restoration land on the farm. 


6. SUSPENDED CASE means any farm computation sheet or appli- 
cation for payment returned to the county office from the 
State office for correction or in connection with which 
additional data, certifications, or corrected forms have 
been requested by the State office. 


7, NO PAYMENT APPLICATION means any application for payment 
with respect to which the total amount of payment computed 
for an applicant is zero. The total amount of payment 
computed for an applicant means the net payment computed 


for suc 
of NCR- 


numbers 


NOR-309 


te 


h applicant and entered in Section IV, item 2(c) 
326 and in Section V, item 3(b) of NCR+~327A. 


and titles of the forms to be used are as follows: 


NCR-325 - Farm Computation Sheet. 


NCR-326 - Application for Payment for One Farm. 


NCR-327 - Application for Payment for More Than One Farm. 
NCR-327A- Application for Payment for More Than’ One Farm. 
RF-~1 - Progress Record. 

RF-2 —- Report of Indebtedness. 

RF-3 - Release of Lots and Suspended Cases. 

R¥-4 — Suspension Sheet. 

RF-5 —- Transmittal Correction Shect. 

RF-6 - Replacement Form. 

RF-7 — List of Persons Bligible to Execute an Application 
for Payment with Respect to Only One Farm, 

RF-8 - List of Persons Eligible to Execute an Application 
for Payment with Respect to More Than One Farm. 

RF-9 — Transmittal Sheet for Forms . (To county office.) 
RF-10- Transmittal Sheet for Forms . (To State office.) 
RF-11l- Notice of Adjustment Payment. 

RF-12— Record of Indebtedness. 

RF-13- Statement Concerning Other Farms. 

RF~14— Record of Payments. 

ACP-22 — Schedule of Disbursements. 

ACP-104 - Public Voucher Agricultural Conservation 
Payments (Continuation Shect). 

ACP-105 — Public Voucher 1939 Agricultural Conservation 


Payment 
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- -NCR-State-308(1) 


Issued June 23, 1939 
UNITED STATES DEPARTMENT: ‘OF AGRICULTURE 


AGRICULTURAL ADJUSTMENT “ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART I ~ RECORDS UNIT 


The personnel of the Records Unit shall consist of receiving clerks, 
record clerks, file clerks, and typists. 


I, Instructions to Receiving Clerks 


Brie tas 


Stamping 
Forms 


Re 


| Checking 


Forms NCR-325 


- Against RF-~10 


Form NCR-325 


Net Listed on 


 RF-10 


_ Form NCR-325 
_ Missing from 


Transmittal 


Corrections on 


Form NCR-325 


When Forms NCR-325, NCR-326, NCR-327, NCR-327A, RF-2, RF-7, RF-8, 
and related forms and papers are received, stamp on the back of 


- each sheet of such forms the date of receipt. 


a. Enter in the space provided therefor in the upper right-hand 


corner of RF-10 the date of receipt of such form. 


b. When Forms RF-7 and RF-8 have been stamped, release such 
forms to the record clerk. . 


When Forms NOR-325. accompanied by RF-10 are received, two clerks 
working together shall check the farm numbers of Forms NCR-325 
against the farm numbers listed on RF-10. Enter a check mark (/) 
to the right of each farm number on R¥-10 for which there is 
included in the transmittal an NCR-325 with the same farm number. 


If an NCR-325 is received and the farm number thereof is not 
listed on RF-10, enter such farm number in Section I of the 
sheet of RF~10 listing farm numbers for the same nimor civil 
division, correct the total on the last line of Section I of 
such sheet, and initial such correction. When such correction 
is made on RF-10, prepare RF-5, 


a. 


b. If an NCR-325 is missing for a farm number which is listed on 
RF-10, draw a line through such farm number; correct the total 
on the last line of Section I of RF-10, and initial such 
correction. When such correction is made on RF-10, prepare 
RF-5. 


make such entry. If a farm number has not been entered on an 
NCR-325 or it is determined that a farm number is in error, 
enter the correct farm number if such farm number can be ascer- 
tained from NCR-309. If the correct farm number cannot be 
ascertained prepare and attach RF-4 to NCR-325. 


After all Forms NCR-325 in a transmittal have been checked against 
RF-10, obtain Forms RF-7 and RF-8 for the appropriate county from 
the record clerk. Two clerks, working together, shall check 


Forms NCR-325 to determine that the serial numbers, the names of 


the parties in interest, and the minor civil division code and farm 


If the State and county code has not been entered on an NCR-3525, 


ee wire 


numbers entered thereon agree with the serial numbers, the names 

of the parties in interest and the minor civil division code and 
Checking farm numbers on RF-7 and RF-8. The serial number for a party in 
Forms NOR-325 interest should appear in Section IV of NCR-325, above the name 
Against RF-7 of such person and in column (a) of RF-7 or RF-8 preceding the 
and RF-8 _ name of such party. If in checking such forms it is found that 
a serial number on NCR-325 has been circled on RF-7 or RF-8, obtain 
the original and one copy of RF-2 for such serial number from the 
RF-2 file, and attach the original and copy of such form to the 
NCR-325, 


Enter an "X" to the left of each circled serial number on RF-8 | 
for which an RF-2 is attached to an NCR-325 bearing the same’ | 
serial number. If an "X" has been entered to the left of any 

circled serial number on RF-8, it can be presumed that RF-2 was 
attached to a previous NCR-325 bearing such serial number. In 
such case do not check the RF-2 file. 


a. If the serial ee for a Ribak in interest on NCR-325 does 
not agree with the serial number entered on RF-7 or RF-8, or 


Serial if a serial number has not been entered on NCR~-325 and the 
Numbers. farm number on NCR-325 agrees with the farm number in 

Do Not ‘i Column (c) ‘of RF-? or with one of the farm numbers in 
Agree columns (f) to (i), inclusive, of RF-8 opposite the name of 


such party. in interest, enter on NCR-325 opposite the name - 
of such party in interest the serial number on RF-7 or RF-8 
when such correction is made, prepare RF-4, indicating 
thereon the correction in serial number. Do not attach such 
RF-4 to the NCR-325 which has been corrected. Forward such © 
RF-4 to the Clearance Unit upon cpm LOT GR of the checking * 
work for the transmittal. 


be. shhue serial number has not been entered on NCR-325 for any 
person or if an "X" has been. entered above ‘such person's 


Serial mame in Section IV of NCR-325,. determine whether such person's 
Number . ...° . name appears on RF-7 or RF-8. If such porson's name‘does 

Missing appear on RF-7 or RF-8 and the farm number. on NCR-325_ agrees 
on NCR-325 with the farm number in column (c) of RF-7 or with one-of the 


farm numbers in columns (f) to (i), inclusive, of RF-8, 
opposite the name of such person, enter on NCR-325 the serial 
number assigned to such person. Indicate on RF-~4 that such 
. correction: has been made, and send such RF-4 to the Clearance 
Unit upon Pompaenaed of the pneskiee work for the transmittal. 


c..: If neither a semiey number nor an "X" has been entered on 
NCR-325 for any person, and such person's name does not 
appear on RF-7 or RF-8, prepare RF-4, indicating thereon the 
fact that no serial number has been entered for such person 
and that. such person's name does not appear on RF-7 or RF-8. 
.Attach such RF-4 to the NCR~325 but do not remove such NCR-325 
from its place in the transmittal. 


u Dw 


Ome Dieaton any exten number, yn on NCR-325 does not agree 
with the name on RF-7 or RF-8 and the farm number on NCR-325 
agrees with the farm number on RF-7 or with one of the farm 
numbers on RF-8, determine whether RF-7 or RF-8 has been 
corrected by the record clerk. If a name on RF-7 or RF-§ has 
been corrected by the record clerk, such record clerk. will 
have initialed the correction. In such case, correct.the _ 
name on NCR-325 to agree with the name on RF-7 or RF-~8. Pre- 

“Dare RF-4, indicating the nature of the correction which, has 

‘een made. Forward such RF~4 to the Clearance Unit upon com= 
pletion of the checking work in connection with the transmittal. 
If there is no evidence that the record clerk has corrected 
the name on RF-7 or RF-8, prepare RF-4 indicating therein the 
discrepancy in name. Attach such RF-4 to the NCR-325, but do 
not remove such NCR-325 from its place in the transmittal. 


Name on 
 NCR-325 and 
on RF-7 or RF-8 
do Not Agree 


ou 


e. If, in any case thereis a slight discrepancy between the 
name of a person on NCR-325 and the name of such person as 
shown on RF~7 or RF-8, and it is obvious that the name on 

in Name Which NCR-325 and the name on RF~7 or RF-8 refer to one and the 

_ May be Changed same person, correct the name on the NCR-325 to agree with 

the name on R¥-7 or RF-8. The following are examples of 

som of the differences between names on NCR-325 and RF-7 or 

RF-8 which may be corrected: | 


Discrepancies 


John Doe, Adm. 


NCR-325 RF-7 or RF-~8 
1. Geo. Smith : George Smith 
| 2. George Smith Geo. Smith 
3. John E. Jones Jour Ezra Jones 
4. John Ezra Jones John E.-Jones 
S/owm. C.. Brown Wm. Clarence Brown — 
6. Wn. Clarence Brown Wm. C. Brown 
7. Sam Bellman Sam véiman 
8. Sam Belman Sam Bellman 
9. Mrs. Sara Smith Sarah Smith 
10. Jones and Smith Jones and Smith 
by John Smith, a partner a partnership 
ll. R. Roe Estate by John Doe, Adm. of the 


Est. of R. Roe, Dec, 


Names Which 
Cannot Be 
Corrected 


Release of 
Forms NCR-325 
to Record 
Clerk 


Checking 
Signed Appli- 
cations for 
Payment 
against RF-10 


Serial Number 


Not Listed on 
RF-1O 


ee 


When such correction is made, prepare RF-4 indicating 
thereon the correction in name. Do not attach RF-4 to 
the form which has been corrected. Forward such RF-4 
to the Clearance Unit upon completion of the checking 
work for the transmittal. ’ , ji 


4? " BS 


f. If the name of a person on NCR-325 does not agree with the’ 


name of such person on RF-7 or RF-8, and the discrepancy 
is such that it cannot be corrected in accordance with 
the foregoing instructions, prepare RF-4, indicating 
thereon the discrepancy in name. Attach such RF-4 to the 
NCR-325, but do not remove such NCR-325 from its place in 
the transmittal. | 


g. When it is determined that the names of the parties in 
interest and the farm number on an NCR-325 and the serial 
number on NCR-325 agree or have been corrected to agree 

-.with the names of the parties in interest, the farm num- 
- ber and the serial number on RF-7 or RF-8, 
mark (“) to the right of the farm number on RF-7 or to 


the right of the appropriate farm number on RF-8, opposite ol 


. the name of such person. 


Boy Diane appears to the right of a serial number on RF-7 
or RF-~8, prepare and attach R¥-4 to the appropriate 
NCR-325. 


After Forms NCR-325 have been checked against RF-7 and RF-8, 
such Forms NCR-325 shall be separated into lots. Each lot 


shall include the Forms NCR-325, the farm numbers of which are 


listed on one sheet of RF-10. Both receiving clerks shall 
then. sign and enter the date in the spaces provided therefor 
in Section III of each sheet of RF-10 and release the trans- 
mittal to the record clerk. 


When. forms NCR-326, NCR-327, and NCR-327A accompanied by 


Forms RF-10 are received, two clerks, working together, shall 


check the serial numbers on Forms NOR-326 and NCR-327A against 


the serial numbers listed on RF-10. Enter a check mark (7 ) 
to. the right of each serial number on RF-10 for which there is 
included in the transmittal an NCR-326 or an NCR-327A with a 
corresponding serial number. 


a. If an NCR-36 or an NCR-327A is received and the serial 
number of such NCR-326 or NCR-327A is not listed on RF-10 
enter such serial number in Section I of R¥- 10. Make 
such entry on the appropriate sheet of RF-10 so that all 
serial numbers will be in order. Correct the total in 

. the last line of Section I of such sheet. Initial all 
such corrections. 
prepare RF-5. 


enter a check 


When such corrections are made on RF-10, 


Missing Data 


ae Eine 


b. If an NCR-326 or an NCR-327A is missing for a serial number 
which is listed on RF-10, draw a line through such serial 

Application number. Correct the total in the last line in Section I 
Not in of RF-10, Initial all such corrections. When such cor- 
Transmittal rections are made on RF-10, prepare RF-5. 
but Serial r 
_ Number Listed c. If the State and county code has not been entered on an 

on RF-~10 


NCR-326 or an NCR-327A, make such entry. If a serial 
mumber has not been entered on an NCR-326 or NCR-327A, 
determine from RF-7 or RF-8 the correct serial number for 
such NCR-326 or NCR-327A and enter such serial number in 


Which May Be 
_ Supplied in the space provided therefor. 

State Office 

dad. After all corrections made on RF-10 for a transmittal have 


been entered on RF-5, transmit RF-5 to the Clearance Unit. 


6, Check the serial numbers of each Form NCR-326 and NCR-327A in 
the lot against RF-7 or RF-8. 


a. For each NCR~326 and NCR-327A for which there is an entry 
in columns (a) or (e) or RF~7, or in columns (c) or (da) 
of RF-8, indicating that the applicant has an interest in 
farms in other counties in the State or in other States, 
prepare and attach RF-13 as follows: 


RF-13 


(1) Enter in the spaces provided therfor, the State 
and county code and serial number of the appli- 
cation. 

(2) Indicate by check mark in the appropriate blocks 


whether the applicant has an interest in fams 
in other counties or in other States or both. 


7”, After Forms NCR-326 and NCR-327A have been checked against RF-10 
RF-~7 and RF-8, such forms shall be separated into lots. Rach 
lot shall include the Forms NCR-326 and NCR-327A, the serial 
numbers of which are listed on one sheet of RF-10. Both 
receiving clerks shall then sign and enter the date in the 
spaces provided therefor in Section III of each sheet of RF-10, 
and release the transmittal to the record clerk. 


Release of 
Applications 
to Record 
Clerk 


II. Instructions to Record Clerks 
41. Upon receipt of forms RF~7 and RF-8, check such forms to deter- 
mine that they have been properly prepared. Determine that 
Checking a serial number has been entered opposite each name on such 
Forms RF-7 forms. Serial numbers on RF~7 should be assigned in consecutive 


and RF-8 order beginning with number 1 for the first name on the first 


sheet. Serial numbers on. RF-8 should be assigned in consecutive 


Checking Forms 
RF-7 and RF-6& 


Distribution. 
of RF~? and 
RF-8 


Supplemental 
RF-7 or RF-8 
Received 


Memoranda from 
County Requcost- 
ing Corrections 


Ds 


order beginning with number 7001 for the first name on the 
first sheet. Determine that there is no duplication in 


serial numbers. Determine that only one farm number has 


been entered opposite each name on RF-7 and that, more than 
one.farm number has been entered opposite each name on 
RF-8,. Determine that a number has been entered in column 

(c) of RF-8 opposite.cach name and that such number is equal 
to the number of farm numbers ontered in columns (f) to (ide nt 
inclusive, opposite each name. The name of any person should | 
not appear on both RF-7 and RF-8, nor more than once.on either _ 


of such forms, Forms RF-8 should bo received in duplicate. 


If only a few errors are found on RF-7 or RF-8, enter an "St 
to the’ left of each serial number in connection with which ie 
an error is found, In such case, prepare RF-4 indicating 
thereon the nature of such errors and forward RF-4 to the 
Clearance Unit. If a satisfactory explanation of an error | 
is received from the county office, make the necessary cor- 
rection and strike the "S" which has beon entered, If the 
number of errors that have been made on a sot of Forms RF-7 
or RF-8 will make the checking of Forms NCR-325 against such 
forms difficult, such forms shall be returned to the county 
office with the request that a new set of forms be prepared. 
If forms. RF-? and RF-8 are acceptable, initial each sheet in 
tho set and forward the original: of RF-8 to the Computation 
Unit. The original of RF-7 and the copy of RF-8 shall be 
filed in the Records Unit. 2a 


From time to.time Forms RF-7 or RF-8 marked "Supplement" and 
memoranda with respect to corrections in such forms may be 
received from various counties. ‘Such forms and memoranda 
Will be submitted as notification of. additions or corrections 
to be made in connection with the sets of Forms RF-7 or RE-8 
from such counties, A memorandum setting forth the reason 
for cach addition or correction should be submitted with cach 
supplemental RF-~? or RF-8, When a supplemental RF-7 or RF-8 
is received, determine that the sheet number and serial 


‘mumbers on RF~? and RF-8 are in proper order and then refer 


such forms together with the accompanying memorandum to the 
person in charge of the Records Unit for a determination as to 
whether the reason for the addition or correction is satis—_ 
factory. If the reason is satisfactory, the person in charge 
of the Records Unit shall initial the supplemental RF-7 or. 
RF-8 and return it to the record clork. File such supplemental 
sheet of RF-~? or RF~8 behind the last sheet of such form 
previously received from the county. In the case of a transfer 
of-a name from RF-7 to RF-8, or from RF-8 to RF-7, make the 
necessary deletion from RF~7 or RF~8 at the time the supplemental 
RF-7 or RF-8 is filed. 


a 


If a memorandum requesting the correction of a name or farm 
number, the addition of a farm mumber to RF-8 or the deletion 
of a farm number from RF-8 is received, refer such memorandum 
to the person in charge of the Records Unit, who shall initial 
such memorandum if the reason for the correction, addition, 
or deletion is satisfactory. The record clerk shall then make 
the requested corrections on RF-7 or RF-8 and initial such 
corrections. If an administrator or executor has been appointed . 
for the estate of a deceased person, correct RF-7 or RF-8 by 
adding the word "estate" after the name of the deceased person 
and adding the name and title of the administrator or executor. 


Correct RF-7 or RF-8 for an incompetent person in a similar 


manner. 


If there is no administration of the estate of a 


deceased person or if the representative of the estate of a 
deceased person has been discharged, strike the name of the 
deceased or the discharged representative and enter the names 
of the heirs of the estate, which names should appear in the 
memorandum. : 


Consolidation a. 
of Original RF-? 
or RF-8 and Sup- 
plemental RF~7 or 
RF-8 


Notice to Com- bd. 
putation Unit 

of Corrections 

on RF-8 


Notice of Cor- c. 
rection after 
Receipt of Farm 
Computation Sheet 


Correction after 
Preparation of 
Applications 


It may be desirable, from time to time, to consolidate 
supplemental sheets of RF~7 or RF-8 into one sheet. In 
such case list the names in the order of the assigned 
serial numbers and indicate the numbers of the sheets 
which have been consolidated. 


Whenever a correction, addition, or deletion is made on 
an RF-~8, notice thereof shall be forwarded to the 
Computation Unit. Similarly, a copy of each supplemental 
sheet of RF-8 shall be forwarded to the Computation Unit. 


If the notice of the correction of a name on RF-7 or RF-8 

is received and a check mark () has been entered on 

RF-7 to the right of the farm number opposite such name, 

or on RF-8 to the right of one or more farm numbers 

opposite such name, determine the location of the NCR-325 
for such farm number. Obtain such NCR-325 and correct the 
name and address thereon. Initial each such correction. If 
NCR-326 or NCR-327A has been prepared and has not been trans- 
mitted to the county office for signature, obtain such form 
and make the same corrections thereon. If NOR-d26 or 
NCR-327A has been prepared and has been transmitted to the 
county office for signature, but has not been returned, pre- 
pare RF-4 in duplicate, indicating thereon the correction in 
name. Forward the original of such RF-4 to the Clearance 
Unit so that the county committee may be notified to make 
such correction. Attach the copy of RF-4 to the State 
office copy of NCR-326 or NCR-327A. If NCR-326 or NCR-327A 
has been signed and returned to the State office, correct 
the name and address on such NCR-326 or NCR-327A. Prepare 


Against RF-7 
and RF-8 


Preparation 
of RF-1 


ob ae 
Check Register 
of Indebtedness. 


and attach RF-4 to such NOR-326 or NOR-327A, indicating 
on such RF-4 that the NCR-326 or NCR-327A should be 
_. returned:to the county office in order that the appli- 
. Cation, for. payment pags be properly sails 


wo rageiee of RF-7 and RF-8 check “He yiames on the 
Register of Indebtedness against the names of the applicants 
on RF~7 and RF-8 to determine if any of such applicants are 
indebted to the United States Government. If the name of an 
applicant appears:on the Register of Indebtedness, circle the 
serial number in column (a) of RF-7 or RF=8 opposite such 
applicant's name. Release RF-7 and .RF-8 to the opie for 
the PEspernhign of RF-2. 


As additional Forms RF-12 are added to the Register of Indebt- 


edness, check the names on such forms against the names ou 


applicants on RF-7 and RF-8. If the name of an applicant 
‘appears on an RF-12 which is to be added to the Register of 
. Indebtedness, circle the serial number in column (a) of RF-7 


or RF-8 Sooo etre the applicant's name. If there is a check 
mark on RF-7 or RF~8 opposite the farm number of a farm in 


which the debtor has an interest, request the typist to prepare a 


RF-2. If no applications have been prepared from NCR-325, 
locate NCR-325 and attach the original and one copy of RY- a 
to such form. If applications have been prepared from 
NCR-325 and have not been forwarded to the county office, 
locate the application for payment and attach the original 


and one copy of RF-2 to the application for payment. If the ) sgn 


application for payment has been forwarded to the county 
office, attach the copy of RF-2 to the State office copy of x, 
the application for apyment and forward the original of 

RF-2 to the county office to be attached to the re of 
the application for EPione 


Before any Forms NCR-325 are received in the Records Unit: 


‘prepare an RF-1 for each county agricultural conservation 


association in the State as follows: 


.a. Enter in the spaces provided therefor in the upper right- 


hand. corner of the form the State’ and county code ae the ' 
name of the county. 


b. tier Geren the title of the form the words "1939 
Agricultural Conservation. Mt 


Coy Miter above the eating of columns (a).to (f), inclusive, 
and above the heading of columns (g) to (xk), inclusive, 
the symbol "NCR-325,"" and the symbol"NCR-326 and NCR-327A". 


“Release of 9. 
Forms NCR-325 

to Examination 
‘Unit. 


Release of 

| Transmittals 
of Forms 
 NOR-325 by 
Other Units 

sa gs 


LOe 


=~ e) hon! 
Faria 


Upon! Eee of ae beauenattal of Forms oR-825, accompanied Bonn: 
RF 10 from the receiving clerk: 


jaz ante’ in column:(a) of RF-1 the lot prone ae the hee 


. 4n such transmittal. The sheet number at the top of 
RF-~10 shall be. the lot number. 


b, Enter in column (b) of RF-1 the date of receipt of 
- Forms NCR-325 which may be oblaines from the upper right- 
hand corner of RF-10. 


c. Enter in column (c) the number of Forms NCR-325 in each 
lot. Immediately below the last entry in column (c) 
for a transmittal, enter in red the total of the entries 
in column (c) for such transmittal. 


When a second or subsequent transmittal from a county is 
received, determine that the sheet number of the first sheet 
of RF-10 is the next consecutive number after the last number 
previously listed on RF-1 for such county. 


Sign and enter the date in the spaces provided therefor in 
Section III of each sheet of RF-10 and place the sheets of 
RF-10 on top of the appropriate lots. Place the copies 

of RF-10 in a folder and file such folder in a file to be 
known as the "control record." 


Prepare RF-3 and release Forms NCR-325, the original of RF-10, 
and the copy of RF-3 to the Examination Unit. File the 
receipted copy of RF-3 in the control record. 


Fach unit which releases a transmittal of Forms NCR-325 will 
prepare an original and one or more copies of RF-3, <A copy 

of RF-3 will be forwarded to the unit receiving the trans- 
mittal and the original of RF-3 will be forwarded to the record 
clerk. 


Upon receipt of RF-3 indicating the release of lots of Forms 
NCR-325 by the Examination Unit: 


a. Enter in column (d) of RF-1 the number of suspended 
cases for each lot. Obtain the number of suspended 
cases from RF-3. 


b. File such RF-3 immediately behind the RF-3 showing 
the release of such lots to the Examination Unit by 
the Records Unit. 


- 10 - 


12. When an NCR-325 is suspended in the Examination Unit and it 
. is later determined that such suspension is unwarranted or 


Unwarranted - when an NCR-325 is corrected in the State. office, the. RF-4 
Suspensions attached to such NCR-325 will be marked "Suspension unwarranted"! 
of Forms NCR-. or "Suspension Removed", as the case may be, and initialed 

325 by the person in charge of the Application for Payment Section 


or another person authorized to do so. Such forms NCR-325 will 
be forwarded to the record clerk, ROS ibe of such forms, 
prepare RF- 10. 


at ater ra the space maateed "Date. received" the date such form 
is piers sa 


b. Enter in the eiues marked Sheet No." a number in the 300 
series. Keep a record of the numbers assigned to such 
Tots ‘i Jeeen county so that numbers may be assigned in 
consecutive order. 


¢.. The. anew from such RF-10 shall be posted on RF-1 and a 
-. record of progress of such lot shall be maintained as 
heretofore set forth. 


d. -After RF-10 has been prepared and postings have been made 
on RF-1, ples and enter the date in Section III of RF-10. 


Ley When acnaelan ead of Forms NCR-325, NCR-326, and NCR-327A have 


Arrangement, been completed, such forms, together with Forms NCR-327 and 
Distribution, the original of RF-10 will be released to the Records Unit by 
and Filing of the Computation Unit. Upon receipt of such forms: 

Forms NCR-325, 

NCR-326, and a. Remove the copy of RF~10 from the control record and 
NCR-327Ah enter in Section II of such copy of RF-10 the farm numbers 


_ of farm computation sheets entered in Section LLior the - 
original of RF-10. File the original of RF-10 in the 
control record. 


b. Remove the carbons from Forms NCR-325 and separate such 
Forms NCR-325 into three groups; Bit gy first copy; 
and second copy. 


c. Forward the second copies of Forms NCR-325 together with 
the copy of RF-10 to the county office. 


d. Forward the first copies of Forms NCR-325 to the file 
CYerk. 


8. Prepare RF-3 and release the originals of NCR-325 and 
the copy of RF-3 to the General Accounting Preaudit Office, 


f. Enter in column (e) of RF-1 the date of release of the Forms 
NCR~325 to the General Accounting Preaudit Office, 


i s a 


& Enter in,column (f) of RF-1 the number of Forms NOR-325 
released. The number entered in columa (f) must equal the 
number entered in column (c) minus the number entered in 
column (a). 


-h. File the receipted copy of RF-3 in the control record. 
i. Arrange Forms NCR-326 in serial number order by county. 


ite range Forms NOR~327A in serial order by county and place 
each Form NCR-327A on top of the Forms NCR-327 bearing the 
same serial number, 


k, Remove the carbon from Forms NOR~326,-NOR-327 and NCR-3e27 A, 
Release the original and two copies of such forms to a typist 
and release the other copy of each of such forms to the file 
clerk, 


1. If there is an RF-2 (in duplicate) attached to an NCR-326 
or an NCR-327A, attach the original of RF-2 to the original of 
HORSZCS OSL UOR=327A and attach the copy of RF-2 to the State 
ae ep copy of NCR-326 or NCR-327A, 


m. Release Forms “NOR-326, NCR-327, and NCR-327A to the typist. 
The typist will prepare two sets of RF~9 in duplicate, listing 
on one set the serial numbers of the Forms NCR-326 and 
NCR-327.A under which payments will be made and on the other 
set the scriel numbers of the Forms NCR+-326 and NCR-Ze7A 
under which no payments will be made. 


14, Upon receipt of RF-9 together with Forms NOR-326, NCR-327, and 
NCR-327A from the typist, make the following entries on RF-l: 


a. Enter in column (zg) the date appearing on RF-9. 

b. Enter in column (h) the number of "Payment" Forms NCR-326. 

Cc. Enter in column (i) the number of \ Payment" Forms NCR+327A, 

ad. Enter in column (3) the number of "No Payment" Forms NCR-326. 
e, Enter in column (k) the number of "No Payment" Forms NCOR-327A. 

15. Transmit the original and two copies of Forms NCR-326, NCR-S27, 


and NOR-327A to the county office together with the original of 
RE-9, File the copy of RF-9 in the control record. 


16. Upon receipt of a transmittal of signed applications for payment 
Recording from the receiving clerk: 
Receipt of 
Signed Foris a. Enter in column (1) of RF-1 the lot numbers of tho lots in 
NCR-326 and each transmittal. The sheet number at the top of RF-10 shall 
NOR-327A be the lot number. 


ee 


Ls 


Recording 
Progress of 
Forms NCR-326 
and NCR=-327A 


~ 
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bd. Enter in column (m) the date of receipt of the transmittal 


of Forms NCR-326 and NOR-327A4, Such date may be obtained 


from the upper right-hand corner of RF-10, q 


C. Enter in column (n) the number of Forms NCR-326 and NOR-Se7A 
in each lot. Immediately below the last entry in column (n) 
for a transmittal, enter in red the total of the entries in 
-column (n) for such transmittal. 


Sign and enter the date in the spaces provided therefor in Section 
III of each sheet of RF-10 and release the originals of such forms, 
together with Forms NOR-326, NOR-327 and NCGR-327A to the file 
Clerk, Place the copies of RF-10 in a folder and file such folder 
in the control record, 


Each unit releasing a transmittal of Forms NOR-326 and NCR-327A 
will prepare an original and one or more eopices of RF=37 aa 
copy of RF-3 will be forwarded to the unit receiving the trans- 
mittal and the original of such forms will be forwarded to the 
record clerk, 


a. Upon receipt of the RF~% indicating the release of the 
lots of NCR-326 and NCR-327A by the Examination Unit, enter 
in column (0) of RF+l the number of suspended cases shown 
on such RF, 


be If any Forms NOR-326 and NOR-327A are suspended after 
Shoy Loovol¥ tia! Bxodinotioa Unit the RIKS, showing the 
release of the lots to the General Accounting Preaudit Office, 
will indicate the number of such suspensions, In such case, 
correct the entry previously made in column (o) of RF-1, 


Ce Enter in column (p) of RF-1 the date of release of such lots 
to the Goneral Accounting Preandit Office, 


d. Enter in column (q) the number of Forms NOR-326 and NCR-327A 
roleased to the General Accounting Proaudit Office. This 
number may be obtained from RF-3 and may be verified by sub- 
tracting from the entry in column (n) of RF-l the entry in 
column (0), 


ce. When lots are released from the Payment Schedule Unit to the 
General Accounting Preaudit Office, the original of RF-10 
will be released to the record clerk, 


f, Enter in Section II of the copy of RF-10 the serial numbers 
of Forms NCR-326 and NCR~327A which were suspended in the 
State office and forward such copy to the county office, 
File the original of RF~10 in the control record in place 
of the copy of such form, 


Rois 


| G.A. P.O, 
| Suspensions 


20. 


“State Office 
Suspensions 


re 


| Release of 
 G.A.P.O. 
Suspensions 
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If any of the cases included in a lot of Forms NCR-326 and NCR- 
327A are suspended by the General Accounting Preaudit Office, such 
cases will be returned to the Application for Payment Section in 
the State office, accompanied by the original and two copies of a 
preaudit difference statement. 


a. Enter the serial numbers of such suspensions in Section IV 
of RF-10 and when all suspensions from a lot have been 
receivod, entor the total number of such suspensions in 
the last line of Section IV of RF-10 and also in column 
(r) of RF+1l, 


b. Release the second copy of cach preaudit difference state- 
ment to the State accountant and forward the original and 
first copy of such preaudit difference statement, together 
with the suspended NCR-326 or NCR-327A to the Clearance 
Unite 


When an NOR-326 or an NCR-327A is suspended in the Examination 
Unit and it is later determined that the suspension was un- 
Warranted, or when an NCR-326 or NOR-327A is corrected in the 
State office, the RF-4 attached to such NCR-326 or NOR-327A will 
be marked "Suspension unwarranted" or "Suspension removed", as 
the case may be, and initialed by the person in charge of the 
Application for Payment Section or another person authorized to 
do so. Such Forms NOR-326 and NCR-327A will be forwarded to 

the record clerk, Upon reccipt of such forms, prepare RF-103 


a. Enter in the space marked "Date received" the date such 
form is prepared. 


be Enter in the space marked "Sheet No." a number in the 
"Z00" series. Keep a record of the numbers assigned to 
such lots in each ¢ounty so that the numbers may be 
assigned in consecutive order, 


ce. The data from such RF-10 shall be posted on RF-1 
and a record of progress of such lot shall be maintained 
as heretofore set forth. 


When any Forms NCR-326 or NOR-327A which were suspended by the 
General Accounting Preaudit Office are cleared, such cases will 
be forwarded to the record clork, together with the original 
and copy of the preaudit difference statement, 


a Prepare RF-10 and make postings on RF-1 for such cases in 
the manner set forth in paragraph 20 of this Section II 
except that the lot number to be assigned to such RF-1O 
shall be a number in the "500" series. Do not include any 
cases which were suspended by the GA.P.0O. in the samo lot 
with any other casts. 


ee. When a transmittal of Forms NCR-326 and NCR-327A is approved by 
the General Accounting Preaudit Office, such transmittal = = == 
Recording will be forwarded to the Regional Disbursing Office. When m 
Release by checks are issued by the Regional Disbursing Office, a copy 
G,A.P.O. and of ACP-22 accompanied by a copy of ACP-104 will be received by 
Payment of the record clerk. 
Applications 
Qa. Upon receipt of. such forms, enter in column (s) of RF-1 the 
Disbursing Office Voucher Number under which such checks were 
issued, and in column (t) of RF-1 the date such checks were 
issued. 


b. Forward a copy of ACP-22 and a copy of ACP-104 to the State 
Accountant, 


25e Three times each month prepare NCR-331 in duplicate. The first 

report shall be for the period of the first to the tenth, 

inclusive; the second report shall be for the period of the 
Preparation cleventh to the twentieth, inclusive; and the third report shall 
of NCR-33l cover the remainder of the month. If more than one program is | 

being handled: in tho Application for Payment Section at the 

seme time, the data for all of such programs shall be included 

on one NCR-331. Whon preparing NCR-331, the necessary data may 

be taken from RF-1. In order that the data to be included on 

NCR-331 for 2 period may include all data for such period and in . 

order to avoid the duplication of data on reports, it is suggested 

that the record clerk make a notation on RF~1 indicating the 

last data included for a period, Prepare NCR~-321 as follows: 


a Enter in the upper right-hand corner the name of the State. 


be Enter in the space provided beneath the title of the form 
the inclusive dates of the period covered. 


Ce Make entries in Section I, columns (b) and (c) as followss. 


(1) Enter on line 1, column (b) the number of Forms NCR-325 
received from the county during the period. 


(2) Enter on line 2, column (b) the number of Forms NOR-325 
suspended in the A,P.S. during the period. 


(3) Make no entries on line 3, column (bd), 


(4) Enter on line 4, column (b), the number of Forms NOR-325 
relcased to the G.A,P.0O. during the period. 


(5) Obtain the entries for lincos 1, 2, and 4, column 
(c) by adding the entry in column (b) for tho current 
period to the entry in column (c) for the previous 
period. 


——ooe 


ne Ee 


de 


Ce 
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Make 


(1) 


(4) 


(5) 


Make 


(1) 


eb: + 


entries in Section II, columns (j) and (k) as follows: 


Enter on line 1, colwnn (j) the number of "Payment" appli- 


catians mailed to the county during the period. 


Enter on line 2, column (j) the number of "No Payment" 
applications mailed to the county office during the 
period. 


Enter on line 3, column (j) the nunber of applications for 


payment received from the county office during the 
period. 


Enter on line 4, column (j) the number of applications 
for payment suspended in the State office during the 
period. 


Enter on line 5, column (j) the number of applications 
for payment rolcased to the General Accounting Preaudit 
Office during the period. 


Enter on line 6, column (j) the number of applications 
for payment suspended by the G,A.P.O. during the period. 


Make no entries on lines 7 and 8, column (j). 


Obtain the entries for lines 1. to. 6, inclusive, column 
(k) by adding the entry in column (j) for the current 
period to the entry in column (k) for the previous 
period. 


entries in Section III as follows: 


Enter on line 1 in columns (a) to (f), inclusive, the 
largest number of persons employed at any time during 
the period in the various units of the Application for 
Payment Section on all programs in connection with 
which NCR-331 is prepared. If a person was employed 
for a part of a period in one unit and for, the balances 
of the period in another unit, such person shall be 
considered as having been employed in both units. It 
may be advisable for the persons in charge of the various 
units to submit daily reports to. the person in charge 
of the Application for Payment Section, showing the 
greatest number of persons employed during the day and 
the number of clerk hours worked by such persons in the 
Unt, in order, that, an. accurate, record,of, theypersonnel 
employed in each unit may be obtained. 


Lit. 


1. 


Filing of 2. 
State Office 
Copies of 
Forms 


Matching 3, 
Original 
and Copy 

of Appli- 
cation 


Ae 
Release to 
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Stamping 5, 
State Office 
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Applications 
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(2) Enter on line 1, column (zg), the largest number of 
persons employed in the Application for Payment Section 
during the period, This entry may be less but cannot 
be more than the sum of the entries on line 1, columns 
(a) to (f), inclusive, 

(3) Enter on line 2, columns (a) to (f), inclusive, the 
total number of clerk hours worked in the various units. 
This figure shall be obtained by adding for all clerks 
the number of hours each clerk worked in a particular 
unit during the period. This figure may be checked by 
adding the clerk hours worked in the various units as 
submitted on daily reports, 


(4) Enter on line 2, column (g), the total of the entries 
on line 2, columns (a) to (f), inclusive, 


f. The original of NCR-331 shall be transmitted to the Director 
of the North Central Division immediately after the close of 
the last day of each period, Such form shall not be trans- 
mitted with any other reporst, letters, momoranda, or enclo- 
sb lg( Shs 


Instructions to File Clerks 
re eS VLOTES 


Wham copies of NCR~325 are received from the record clerk, stamp 
such copies "Original forwarded to the G.A.P.O." and forward such 
copies to the Statistics Section, 


All copies of Forms NOR-327 and NOR-327A bearing the same serial 
number shall be fastened together. Do not fold any Forms NCR-326, 
NCR-327, or NCR-327A, File the copies of Forms NOR-326, NCR-327, 
and NCR-327A which have been withdrawn, in serial number order. 


When a transmittal of Forms NCR-326 and NCR-327A4 accompanied by 


_ Forms NCR-327 and RF-10 is received from the record clerk, match 


such Forms NCR-326, NOR-327, and NOR-327A with State office copies 
of such forms, Attach the State office copies of Forms NCR-326, 
NCR-327, and NCR-327A to the originals of such forms, 


When the Forms NCR-326, NOR-327, and NCR~327A in a transmittal 
have been matched with the State office 
RF-3 and release the transmittal of Forms NCR-326 and NOR-327A to- 
gether with RF-10 and the copy of RF-3, to the Examination Unit. 


Obtain the signature of a representative of the Examination Unit on 


the original of RF-3 and release such form to the record clerk. 


When the copies of NOR-326, NCR~327, and NCR-Z327A are returned by 
the Examination Unit, stamp such copies "Original forwarded to the 
G.A.P,O." and file such copies in serial number order by county. 


Copies of such forms, prepare 
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When copies of Forms NCR-325 are received from the Statistics 
Section, file such copies in farm number order by county. 


tructions to Typists 


Upon receiot of RF-7 and RF- 
RF-~12 for each person opposite whose name 
on RF~? or RF-8 has been circled and prepare RF-2 for each such 
person in accordance with the instructions on such form. File 
all RF-2's tn alphabetical order by county and return RF-7, 
RF-8, and RF-12 to the record clerk. 


8 from the record clerk, obtain 
the serial number 


Upon.recoipt of Forms NWOR-326, NCR-327, and NCR-327A from the 
record clerk, prepare two sets of RF-S, each set in duplicate. 
List on one set of RF-9 the serial mumbors of "Payment" Forms 
NOR<326 ond NOR-SO7A nhd on tha other sot the. eerinl nunbers of 
"No Payment" Forms NCR-326 and NOR-3274. ''No Payment" cases 
will be identified by RF-4 attached thereto. Prepare RF-9 as 
follows; 

a. Enter the State and county code in the space provided there- 
for in the upper right-hard corner. 

b, Enter the date of preparation of RF-9 in the space pro~ 
vided in the upper right-hand corner. 

ec. Enter the words "No Payment" above the title of the 
sheet of RF-9 listing serial numbers of "No Payment" 
cases. | 

d, Enter the symbol "NCR-326 and NCR-327A" immediately 
following the title of the form. 

e, Enter the wotds "1939 Agricultural Conservation" immediately 
preceding the word "Program" below the title of the form. 

f. Enter the name of the State, the name of the county, and 
the proper sheet number in the spaces provided therefor 
immediately beneath the title of the form. Assign 

sheet number "1" to the first sheet of RF-9 for the first 
transmittal and number all sheets in the transmittal 
consecutively. In second and subsequent transmittals, 
assign the first sheet of RF~9 the next consecutive 
number after the last sheet number used in the preceding 
transmittal. Such number shall be obtained from the 
record clerk in the Records Unit. 


Six columns have been provided in the body of the form 
for listing the serial numbers of Forms NCR-326 and 
NCR-307A included in the transmittal. The Forms NCR-326 
and NOR-327A4 to be transmitted will be received in serial 


Ee 
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number order, Enter the gerial numbers of such forms in 
the order in which such forms are arranged, beginning With 
the first Column of RF-9 and Completing such Column” 


h. When & sheet of RF-9 is completed, Count the serial 
numbers listed on such sheet and enter the total in the 
Space provided therefor on the last line of the form, 


listed, enter just below the last Serial number listed 
this transmittal _," ana enter in the blank space 
the sum of the totals for all sheets of RF-9 in the 
transmittal, ; 

Je Reviow all forms LF~9 to insure accuracy, 

Upon Completion of RF-9 for o transmittal release tho Forms 


NCR~326, NCR~327 , and NCR-3274, together With the got of 
RF-9 to the record clork in the Records Us 


_ Suspensions 


and. 
Corrections 


NCR-State-308 (1) Issued June 23, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURE ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART II — EXAMINATION UNIT 


The personnel of the Examination Unit shall consist of check- 
ing clerks, examining clerks, and review clerks. Checking clerks and 
examining clerks shall use blue pencil and review clerks shall us 
red pencil, 


Upon receipt of a transmittal of Forms NCR-325 the lots cal 
such transmittal shall be assigned to a pair of checking clerks for 
a check of the entries on Forms NCR-325 against the entries on 
NCR-209. Thereafter, such lots shall be assigned to cxamining 
clerks for a check of the accuracy of entries on Forms NCR-325. 


When an entry on an NCR-325 is found to be incorrect and 
such entry cannot bo corrected in accordance with this procedure place 
an 'X" above and to the right of such entry and complete the check 
of all other entries on the form. Prepare and attach RF-4 to such 
NCR-325, indicating therein the nature of the error, If an error is 
corrected in accordance with thase instructions the clerk making the 
correction shall initial the correction and shall prepare RF-4 show- 
ing the correction made on the form. When all entries on Forms 
NCR-325 have been checked the RF-4 containing notice of a correction 
shall be removed from the NCR-325 which has beon correctod, provided 
such form has not beon suspended, When RF-4 is removed such RF-4 
shall be transmitted to the Clearance Unit. 


Upon receipt of a transmittal of Forms NOR-326 and NOR-Se7A, 
such forms shall be assigned to examining clerks for a check of 
the entries on the signed copies of such forms against the entries 
on the State office copies of such forms and for an examination of 
signatures and certifications, 


If, in the examination of Forms NCR-326 and NOB-de27A, it 
is found that such forms do not meet the requirements set forth 
in this Part II, prepare and attach RF+4 to such NCR~326 or NOR- 
327A, indicating on such form the reason for the suspension. 
Complete the examination of Forms NCR-326 and NCR-327A even though 
RF=4 is attached. 
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I, Instructions to Checking Clerks for Checking Forms NCR-325 Against 
a 
NCR-3O? 


In order that the checking clerks may determine the proper 
listing sheet and the proper columns of such form against which to 


Checking check entries on Form NCR-325, a request should be submitted to the 
NCR-325 Statistics Section for information as to the form numbers and column 
Against numbers where such entrics may be found on the listing shect. ‘ 
NCR-309 
1. Two clerks working together shall check the following cntrics 
on Forms NOR-325 against NCR-309 or the county check yields, If 
the data on NCR=325 do not agree with the data on NCR-309 and 
if the State committee feels that the data on NCR-309 are correct, 
the data on Forms NCR-325 shall be corrected to agree with the 
entries on NCR-309 or the county check yields. 
Q@e Section ls 
(1) Check the acreage allotments on line 1, columns 
(b), (c), (a), (e), (f), (g), and (1) against 
the applicable columns on NOR-309. 
(2) If there are entries for acroage allotments on 
line 1, columns (b), (c), (d), (ce), and (f), 
check entries on line 3 in such columns 
against the applicable columns on NCR-309. 
(3) Check line 3, column (h) against the appli- 
Cable column on NCR-309. 
(4) If there are no entries for acreage allotmonts on 
line 1, columns (bd), (c), (d), and (f) and the entry 
on line 2, column (b) or (c), is in excess of 8.0 
or there is an entry on line 2, column (da) or (f), 
check the entrics on line 3 against the applicable 
columns on NOR-Z309. If there are no entrics in 
such columns on NCR-309, chock such entries against 
the county check yields. 
be udScctionails 
(1) Check line 1, column (b) against the applicable 
column on NCR-309. 
2. <As entries on Form NCR-325 are checked against entries on 
NCR-309, make entries to the left of column (1) on NCR-309 


as followss 


If an NCR-325 has not been suspended, enter the 
letters "O,K," in the column to the left of column 
(1) of NCR-309 on the line boaring the farm number 
of NCRr325, If the letter "S" appears to the loft 
of column (1) of NCR-309 opposite the farm number 
of NCR-325, strike the letter "S" and enter "0K." 


Oe 
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If the letters "0.K." appear to the left of column 
(1) of NCR-309 opposite the farm number of NOR-325, 
determine whether such form is a duplicate, Suspend 
Form NOR-325 if such form is a duplicate. 


bv. If an NOR-325 has been suspended, enter the letter "S" 
in the column to the left of column (1) of NCR-309 
on the line bearing the farm number of the NCR-325. 
Remove the suspended NCR-325 from its place in the lot 
and place it on top of the lot. 


std 


3. If an NCR-325 was suspended in the Records Unit, determine 


Chock of whether such suspension is warranted, If not, remove and 
Records Unit's destroy tho RF*4 upon approval of the person in charge of 
Suspensions the Examination Unit and ontor "0,K," on NCR-309 to the loft of 


the farm number on such NCR-325.° 


4, Upon completion of checking the entries on Forms NCR-325 
against the entries on NCR-309 both checking clerks shall initial 
and enter the date in the spaces provided therefor in Section 
III of RF-1LO and release the lot to the person designated to 
check the accuracy of entries on Forms NCR-325. 


II, Instructions to Checking Clerks for Checking Entries on Forms NCOR~-325 


1. Determine that the State and county code and the farm number 
have been entered in the upper right-hand corner. If any of 
such data arc missing, obtain and enter such data in the 
appropriate space. 


2, Make the following detorminations with respect to Section 1 
of NCR-325. 


| Section I of a. If entrics have beon made in colunn (b), determine that 
| NOR-325 the farm igs in the commercial corn-producing area. 


b. If the letters "NA" have been entered in 1(b) and the 
entry in 2(b) is greater than 8.0 acres, or if an 
allotment has been entered in 1(b), determine that an 
entry has been made in 3(»d). 


c, If the letters "NA" have beon entered in 1(c) and the 
entry in 2(c) is greater than 8.0 acres, or if an 
allotment has been entered in l(c), detormine that an 
entry has beon mado in 3(c). 


d, If entries have boon made in column (d), determine that 
the name of a type of tobacco has boon ontercd in the 
heading of such column and that tho applicablo rato of 
payment per pound has been entored below the name of 


Seetion Ii of 
NCR-325 


Section Lit A. 
of NOR-325 


Section IV Be 
of NCR-325 


je 


ilake the following detcrminations with respect to Section II of 


Qe 


De 


has been made in 3(e). . | 


the type of tobacco. The rates of payment are $0.008 for 
burley, $0,014 for dark air-cured, and $0.01 for cigar 


‘filler and binder. 


If an entry has been made in 1(d) or 2(d), determine that 
an entry has been made tn 3(d). 


If entries have been made in column (e), determine that the 
farm is in the commercial potato~producing area. 


If the farm is in the commercial potato-producing area and 
also in the commercial vegetable-producing area and no 
potato acreage allotment was established for the farm, 
determine that no entrics have beon made in column (ce). 


If the entry in 2(e) is greater than 3.0 acres, or if an 
entry has been made in l(e), determine that an entry 


If an entry has been made in 1(f) or in 2(f), determine 
that an entry has been made in 3(f). 


If entries have been made in column (g), determine that the | 
farm is in the commercial vogetable-producing areca, 


Determine that the entry, if any, in 4(b) is equal to the 
entry in Section I, item 1(g) of NCR-325, 


Determine that there is entered in 9(a), in the spaces below 
the practice numbers in 8(a), the number of units of Gace 
practice. 


Determine that no entries have been made in Section III of 
NCR-325. 


Make the following determinations with rospect to Section IV of 
NCR~325 


Qe 


be 


Ce 


Determine that a serial number or an "X" has been entered 
above each person's name in Section IV of NCR~-325. 


Determine that a complete mailing address has been entered < 
for each applicant. 


Determine that a percentage entry has becn made on lines 
1 to 7, inclusive, in columns (oc), (h), or (k), for cach 
crop in column (a) for which ontries have been made in 


=> 


Section I of NOR+325 and that an entry has been made on 


IIl. 


Release 
of Forms 
NCR-325 


Check of 

Applications 
Against State 
Office Copies 


Oe 


Le 


Ce 


ae 


line 9 for one or more of such columns if an entry has 
been made in Section II, item 8(a). 


(1) If no entries have been made on lines 1 to 7, inclusive, 
or on line 9, in columns (e), (h), or (x), determine 
that an entry has been made on line ll in each of such 
columns. 


a. Determine that the sum of the percentage entries on each 
line is equal to 100 percent, 


e. Determine that ean amount has bcen entered on line 15 
opposite the name of cach assignee. 


Upon completion of checking tho entries on Forms NCR-325 for 

a lot, enter in Section II of RF-10 the farm numbers of all 
suspended casos in the lot, and enter on the last line in 
Section IT the total number of suspensions. he checking clerk 
shall affix his initicls and onter the date in the spaces 
provided therefor in Section Ill and release the lot to the 
person designated to release sransmittals. 


Instructions for Release of Trensmittals of Forms NCR-325 


When all lots in a transmittal have becon completed, the person 
designated by the person in charge of the Examination Unit 
shell prepare RF-3. for the transmittal. 


Release all susperided cases in the transmittal, together with 
Forms RF-4, indicating corrections on Forms NCR-325 which 

have not been suspended, and the second copy of RF-3 to the 
Clearance Unit. Obtain the signature of a representative of the 
Clearance Unit on the original of RF-3. Release the Forms 
NCR-325 which were not suspended to the Entry Unit, together 
with the first copy of RF-3, Obtain the signature of a repre- 
sentative of the Entry Unit on the original of RF-3 and send the 
original RF-3 to the record clerk in the Records Unit. 


IV. Instructions to Bxemining Clerks for Examination of Forms NCR~-326, 
NOR-327, and NON-3ciA 


—— 


Make the following determinations in connection with Forms 


NOR-326, NCR-327, and NCR-327A: 


i. 


Determine by examining the originals of NOR-326, NCR-327, and 
NCR-327A that no change has been made in any of the data thereon, 
except changes or corrections which were mede in the State office. 
If any item was corrected in the State office, the same correction 
will appear on the State office copy of the form in question. it 
a change or a correction has been made on the original and on the 
State office copy of an application, determine thet any such 


Date 


Acceptable 
Signatures 


Be 


De 


we) eae 


change, cxcopt changes in items which are the rosults of conputations 
has been initi,led by the member of the county committee who " 
certified ety form. 


Determine that no deletion has been made in any printed matter on & 
NCR-326, NCR-327, and NCR-327A. 


If the style of the printed name or the address of an applicant 
has been changed in Section IV of NCR-326 or in Section V of 
NCR-Z274, determine that the change has been initialed by the 
member of the county committee who signed the certification of 
county committee on such form, For example, if the name NT, 

H. Doo" was printed on an NCR-326 and such name was changed 

to "John H, Doe", such change must have been initialed. Whea | 
such a change has beon made and initialed on an NCR-326 or an 4 
NCR~327A, the game change must be made on the State office copy 
of such form, If the difference between the name of the appli- 
cant as originally printed and the signature of the applicant 
would not be acceptable in accordance with paragraph 5 of this 
Section IV, prepare and attach a memorandum addressed to the b| 
chief of party of the General Accounting Preaudit Office for the 
signature of the certifying officer, stating that according 

to the records of the State office the name of the applicant 

as it appears on the application for payment is correct and 

that the applicant's name on the farm computation sheet should 
be corrected accordingly. 


Determine that a date has been entered in the space provided 
therefor in Section V of each NCR-326 and in Section VI of 
each NCR-327A 


Determine that acceptable signatures have been affixed in Section 
V of each NCR-326 and in Section VI of each NCR-327A, The 
signature of the applicant in Section V of NOR-326 or in Section 
VI of NCR-327A should be in the same styple as the printed name 
of such applicant. However, if any of the following examples 

of difference betweon printed names and signatures appear on an 
NCR-326 or an NCR-327A, such form need not be suspended. 


- eg SIM on < 
Qo a ——" 


Printed Name Signature 


J. Doe John Doe 
or Jno, Doe 


John Doe Jno. Doe 
or John A. Doe 


Mrs. Sarah Smith Sarah Smith 
Jones and Smith, Jones and Smith 
a partnership by John Smith, a partner 


ai Rete Sate: : Sg RICE 


Signatures 
Not acceptable 


Be 
Signatures in 


| Individual 
| Capacity 


Te 


Signatures of 
Representatives 


Printed Namé Signature 


Je Doe. Anny of 
R. Roe Estate 


John Doe, Adm. of 
the Estate of 
Richard Roe, Deceased 


Joe Willington Joe Wilington 

If any of the following examples of difference between printod 
names and signatures appear on an NCR-3e6 or an NCR-327 A, 

such form shall be suspended. 


Printed Name ‘Signature 
John Doe Je Doe 
OMA. Das 


Mrs. John Smith Mrs, Mary Smith 


or Mary Smith 


Jones and Smith John Smith 


Tom Welsh Tom Welch 

The signature of a person who signs an application for payment in 
his individual capacity should be in the style in which he cus= 
tomarily signs business documents; i. @., "John H. Doe" or 

"John Doe", The signatures of cosigners on applications for pay~ 


ment should be in the style in which they customarily sign business 


documents. The application for payment should be signed by each 
cosigner; i.e., "John H, Doe", “Harry Doe." The signature of a 
sole proprietor on an application for payment on behalf of a 
business owned or controlled by him should reveal the name of the 
company which he is operating followed by his name and the words 
"Solo Proprietor"; i.c., "XYZ Company by dohn H. Doe, Sole 
Proprietor, " 


If the signature of an applicant is Section V of an NCR-326 or in 
Section VI of an NCR-327A is that of a person acting in a repre- 
sentative or fiduciary capacity, such person should disclose in 
his signature the name of the principal for whom he is acting and . 
the capacity in which he is acting. In the case of an agent 
representing an estate or the heirs of an estate, his signature 
may be regarded as acceptable if followed by the words "Agcnt 
of the Estate of | , deceased" or "Agent for the heirs of 
, Deceased." The following are oxamples of acceptable 


signatures of persons acting in representative or fiduciary 


capacitics. 


i #n agent. 


(1) John H. Doe by Richard Roe, Agent. 

(2) Jones and Smith, a Partnership, by Richard Roe, Agent. 
(3) ABC Company by Richard Roe, Agent. 

(4) John Doe, Agent for the heirs of Richard Roe, deceased. 


be An executor. 
Example: John H. Doe, Executor of the Estate of Richard Roeyiae: 
deceased. : 


c. An administrator. 
Example; John H. Doe, Administrator of the estate of 
Richard Roe, Deceased. 


ae A guardian or committee. 
Example: John H. Doe, Guardian (or Committee) of the 
Estate of Harry Roe, Minor (or Incompetent). 


ee A receiver or liquidator. 2 
Example: John H. Doe, Receiver (or 4iquidator) of ABC 
Company, Inc, : 


f, <A trustee, 
Example: John H, Doe, Trustee for the Heirs of Richard 
Roe, deceascd, 


a SA States county, or municipal officer. 
Example; Douglas County, Michigan, by John H. Doe, 
County Commissioner. 


h. Amember of a partnership. 
Examples; Smith and Jones, by John Smith, a Partner. 


i. An officer of a corporation, 
Example: ABC Company, Inc. by Richard Roe, President. 


8. Detcrmine that there is a signature in Section VI of NCR-326 or 
in Section VII of NCR-327A and that such signature is not that 
of the applicant who signed such form, 


9, If the signature of any applicant was affixed by mark or in 
Signature other than English script, determine that such signature has 
by Mark been witnessed by at least one disinterested person whose 
signature is in English script, in the original, and handwritten. , 


10. Determine that the address of the applicant is entered in 
Address Section IV of NCR-326 or in Section V of NCR-327A and that 
such address is an adequate mailing address, 


a2¢ 
Style of 
Name 
4 Lee 
RF-2 
Attached 
Ve 
RF-13 
Attached 
1L4. 
Lb. 
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Deternine the style in which the nane of the payce should apperr 
on the check issued as payment under NCR-326 or NCR-S27A, Clerks 
preparing Forms NOR-326 and NCR-327A have been instructed to 
print the name of the applicant in the style in which such namo 
should appear on the check, However, if the applicant did not 
sign in oxactly the same style as his namo was printed on NCR-326 
or NCR-327A, and his signature is acceptable under the instructions 
of this Section IV, or if the namo of the applicant was not 
printed in the style in which such name should appear on the 
check, print the name of the payeo on a slip of paper and staple 
such slip of paper to NOR-325 or NCR-327A over the printed nanc 
of the applicant or, whore possible, brackot that portion of the 
printed name which should not appear on the check, The manner in 
which the names of payees should appear on checks is sot forth 
ia Part) Ili}: Sectional, 


If a copy of RF*2 is attached to the State office copy of an 
NOR-326 or an NOR-327A, determine that the original of such RF-2 
is attached to the signed copy of such forn, Prepare and attach 
RF—4 to Forms NOR-326 and NOR-327A if RF-2 indicates that the 
indebtedness arose for a reason other than "1940 Crop Insurance 
Premium Advance" or "Grant of Aid." 


If RF-13 is attached to an NOR-326 or an NCR-327A, determine 
whether the applicant is an individual, partnershi», or estate, 


Qe If the applicant is an individual, partnership or 
estate and item (a) of RF-13 is not checked, handle 
NCR-326 and NOR-327A in the regular manner. Remove 
and destroy. RF-13. 


b. If the applicant is an individual, partnership, or 
estate and item (a) of RF-13 is checked, handle | 
NCR-326 and NCR-3274 in the regular manner. Do not 
remove RF-13 from such NCR-326 or NCR-327A, 


Gc. If the applicant is other than an individual, partnership, 
or estate and itom (b) of RF-13 is checked, prepare and 
attach RF-4 to such NCR-326 or NCR-327A. Do not remove 
RFH13 from such NCR-326 or NOR-327A, : 


Upon completion of the examination of an NOR-S26 or an NCR-327 A, 
initial such NCR-326 or NOR-327A, 


a. Initial Forms NCR-326 in the lower right-hand corner of 
Section VI. 


bd. Initial Forms NCR-327A in the lower right-hand corner 
of Section VII. 


c. Do not initial suspended Forms NCR-326 and NCR-3e7A but 
sign the RF-4 attached thereto. 


Upon completion of the examination of the Forms NCR-326 and 
NCR-327A in a lot, sign and enter the date in the spaces 


Ve 


Review 


hg 


Release 

of Forms 
NCR-326 and 
NCR-327A 


Instructions to Review Clerks for Review of Forms NCR-326 and NCR-327 


1. 


36 


= ee 


provided therefor in Section III of RF-10, Place all sus= 
pended Forms NCR-326 and NCR-Z27A on top of the lot and release 


the lot to a review clerk. 


Upon receipt of a lot, examine all suspended cases in the lot, 
following the instructions to examining clerks set forth in 
Section IV of this Part II, to detormine whether the suspension 
of such cases is warranted. If doubt arises relative to the 
suspension of any case, consult the person in charge of the 


‘Examination Unit. If the suspension of an NCR-326 or NOR-327A 


is not warranted, remove RF-4 and place such NCR-326 or NCR-327A 
in its proper place in the lot. Initial the NCR-326 or NCR-327A 
as provided in paragraph 14 of Section IV of this Part II, If 
the suspension is warranted, initial RF~4 beneath the signature 
of the examining clerk. 


Examine all other Forms NCR~326 and NCR-327A in the lot follow- 
ing the instructions to examining clerks set forth in Section 

IV of this Part II. Determine whether any of such cases should 
have been suspended. Determine that the name of the payee has 
been correctly designated on NCR-326 and NCR-Z327A, Correct such 
designation, if necessary. Initial each approved NCOR-326 or NCR- 
327A immediately to the left of the initials of the examining 
clerk. , 


Upon completion of the review of all Forms NCR~326 and NOR-327A 
in the lot, enter in Section II of RF-10 the serial numbers of 
all suspended cases in such lot, and enter on the last line in 
Section II of RF-10 the total number of suspended cases in the 
lot. Place all suspended cases on top of the lot, sign and enter 
the date in the spaces provided therefor in Section III of RF-10, 
and release the lot to the person designated to release trans- 
mittals of Forms NCR-326 and NCR-3274A, 


Instructions for Release of Transmittals of Forms NCR-326 and NCR-Ze7A | 
CN ‘ 


1. 


Re 


When the review of all lots in a transmittal of Forms NCR-326 
and NCR-327A has been completed, the person designated by the 
person in charge of the Examination Unit shall prepare RI-S for 
the transmittal, 


Release all suspended cases in the transmittal, including the 
State office copies of such suspended cases, together with the 
second copy of RF-3, to the Clearance Unit. Obtain the signature 
of a representative of the Clearance Unit in the space provided C 
on the original RF-3, Release all approved Forms NCR-326 and e 
NCR-327A in the transmittal, together with the related Forms NCR- 
ge? and the first copy of RF-3 and the RF-10, to the Payment 
Schedule Unit. Obtain the signaturo of a representative of the 
Payment Schedule Unit in the space provided on the originol of 
RE-3 and send such original RF-3 to the record clerk in the Tecords 
Unit. Return the State office copies of approved Forms NOR-326, 
NCR-327, and NCR-327A to the file clerk in the Records Unit, 
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PART III - ENTRY UNIT 


The personnel of the Entry Unit shall consist of entry clerks and 
review clerks. All clerks in this unit shall use indelible pencils. 


Upon receipt of a transmittal of Forms NCR-325 such forms shall 
be assigned to entry clerks by lots for the preparation of Forms NCR-326, 
and NCR-327, ; 


Rnitries on all forms shall be made in such a manner as to result in 
clear and legible entries on all copies of such forms. 


In preparing applications for payment for persons who are indebted 
to the United States Government as evidenced by RF-2 attached to NOR-325, 
or who have assigned all or a part of their payments on ACP-69 as evidenced 
by entries in Section IV, line 15 of NOR-325, data for set-offs and 
assignments shall be entered in the following order. 


te  Grancs of aid. 


Priority 
of Set-offs 2. Crops insurance advancos. 
and Assign- 
ments 3. Overpayments under agricultural conservation programs. 


4, Overpayments under price adjustment programs, including failure 
to distribute 1935 Cotton Price Adjustment Payments. 


5. Overpayments under sugar beet programs. 

6. Overpayments under commodity contracts. 

7. Indebtedness to Farm Security Administration. 

8. Indebtedness to Farm Credit Administration. 

9. Assignments. 

Where entries are made with respect to set-offs, RF+2 shall be 
removed from NCR-325 and attached to the NOR-326 or NCR-327 prepared 
therefrom. 

I. Instructions to Entry Clerks 

t Form NCR-326 shall be prepared for each person whose name is listed 
in Section IV of NCR-325, if the serial number above such person's 
name is smaller than 7,000. Form NCR-327 shall be prepared for each 


person whose name is listed in Section TY of NCR-325, if the serial 
number above such person's name is greater than 77000. Do not prepare 


ne 


an NCR-326 or an NCR-327 for any person whose name is listed in 
Section IV of NCR-325, if the letter "X" has been entered above such 
person's name, Attach all Forms NOR-326 or NOR-327 which are prepared 
for a farm to the NCR-325 covering such farm. 


1. 


Section II 


Section III 


Prepare NCR-326 as follows: 


Qe 


Enter the State and county code, serial number, and 
farm number in the upper right-hand corner. Obtain 
the State and county code and the farm number from 
the upper right-hand corner of NCR-325. Obtain the 
serial number from Section IV of NCR-325, above the 
printed name of the person for whom NCR-326 is being 
prepared. 


Make entries in Section II as follows: 


(1) Enter in lines 1, 2, and 3, columns (bd), (c),. 
(a), (e), (£); (g), (h) and (i) and in the 
headings of such columns the entries in 
the corresponding lines and columns in Section 
I of NCR-325, 


(2) Enter in line 4 in the applicable columns the 
applicant's percentage shares with respect to 
soil-depleting crops and soil-building practices. 
The percentage shares shall be obtained from 
Section IV, column (e), (h), or (k) of NCR~325, 
above whichever column the name of the applicant 
has been entered. If a percentage share has been 
entered in section IV, items 1l1(e), 11(h), or 
1l(k) of NCR-325, enter such percentage share 
in line 4, column (i) and make no other entries 
on line 4, 


ce Make entries in Section III as follows; 


(1) .Obtain the entry for item 1 from Section II, 
item 1(b) of NCR-325. 


(2) Obtain the entry for item 2 from Section II, 
item 3(b) of NCR-325, 


(3) Obtain the entry for item 3 from Section II, 
item 4(b) of NCGR-325. 


(4) Obtain the entry for item 4 from Section Ce 
item 5(b) of NCR-325. 


(5) Obtain the entrics for items 5 and 6 from the 
entries in Section II, itoms 8(a) and 9(a), 
respectively, of NCR-325. 


fa ce 


(6) Obtain the entry for the "Total" column of item 1 
from Section II, item 9(b) of NCR-3e5. 


d. Make entries in Section IV as follows: 


(1) If an RF-2 is attached to NOR-325 indicating that the 
Section IV applicant is indebted to the United States Government, 
or if the name of an assignee has been printed in 
Soction IV, line 15 of NCR-325 below the name of the 
applicant, proceed as follows: 


(a) Determine the priority of the set-offs and 
assignments involved and print in items 3, 4, 
and 5, in the order of priority, the name of 
the Government agency to which the applicant 
is indebted and the name and address of the 
assignee. A separate entry shall be made for 
each RF-2 attached to an application. 


(a-1) If the applicant is indebted to the United 
States Government, print the name of the 
agency to which he is indobted, Les: 
"Indebted to AA.A." If the indebtedness 
arose out of an advance for a crop insur- 
ance premium, enter following the words 
"Indebted to A.A.A." the words "1939 (or 
1940) Crop Insurance Advance." If the 
indebtedness arose out of a grant of aid 
enter following the words "Indebted to 
AAA. the words "Grant of Aid." 


(a-2) If an assignment was made print the name 
and address of the assignee and enter after 
the name of the assignec, preceded by a 
comma, the word "assignec," i.e., "John 
Doc, Assignee." 


(b) Enter in column (b) opposite the name of the 
Government agency or opposite the name of the 
assignee, the amount of the indebtedness or the 
unpaid amount of the assignment. 


I 
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(2) Print the name and address of the applicant in item 6(a). 
Obtain such data from Section IV of NCR-3c5. 


(a) In the case of an individual, print the name of 
4 the applicant in the samc style as such name 
s appears on NOR-325. 


(b) In the case of cosigners print the names of the 
applicants in the samc style as such names appear 
on NCR-325. Insert the word "and" between the 
names of such cosigners. 


NCR-327 


Section III 


—4- 


(c) In the case of a sole proprietorship, partnership, 
or corporation, print the name of such sole pro- 
prietorship, partnership, or corporation. 


(d) In the case of an administrator, executor, or 
guardian, print the name of the applicant on three 
lines. Print the name of the administrator, exe- 
cutor, or guardian and the title (abbreviated) on 
the first line; the words "of the estate of" on the © 
second line; and the name of the deceased, incom- 
petent, or minor’, together with the designation 
"deceased," "incompetent," or "minor" (abbreviated) 
On the third jing, 


(e) In the case of a receiver, trustee, liquidator, 
or person acting in a similar capacity, print 
the name of the applicant on two lines. Print the 
name and title (abbreviated) of the receiver, 
trustee, or liquidator, on the first line and the 
name of the bank or institution for which the re- 
ceiver, trustee, or liquidator, is acting on the 
second line. 


(f) In the case of a State, county, municipality, or 
agency thereof, print the name of such State, 
county, municipality, or agency. 


(g) In the case of an agent, print the name of the 
principal for whom the agent is acting. If the 
agent represents an estate or the heirs of an 
estate and the names of the heirs are not disclosed, 
print the name of the agent followed by the words 
"Azent for the estate of ___; deceased," or 
"Agent for the heirs of » deceased." 


Prepare NCR-327 as follows: 


Qe 


ie 


Enter the State and county code, serial number, and farm 
number in the upper right-hand corner. Obtain the State 
and county code and the farm number from the upper right- 
hand corner of NCR-325. Obtain the serial number from 
Section IV of NCR-325, above the printed name of the person 
for whom NCR-327 is being prepared. 


Make entries in Section I and II in the manner set forth in 
these instructions for making entries in Sections II and 


_ PIL respectively wor sCR. coe. 


Make entrics in Section III of NCR-327 as follows: 


Cl) bee aa entry has been made in Section IV, line 15 of 
NCR-325, below the name of the epplicant; “ores: 
the name and address of the assignee in item 2 and 


a 


entor in column (b) opposite the name of the assigncoc, 
the unpaid amount of the assignment. 


(2) Print the name of the applicant in item 3. Obtain 
such data from Scction IV of NOR-325. In printing 
the name of any person, such name shall be printed 
in accordance with the instructions contained herein 
for printing names on NCR-326. 


3. Upon complotion of the cntry work in connection with all Forms 
NCR-325, NCR-326, and NCR-327 in the lot, sign and entor the 


im Release to date in the spaces provided therefor in Section III of RF-10 
Review Clerk and relcase Forms NCR-325, NCR-326, od NCR-3e7 to a review 
echerk, 


Ii. Instructions to Review Clerks 


1. Detorminc that the proper number of Forms NCR-326 or NCR-32’7 have 
Review of been prepared for nll Forms NCOR-325 in the lot. 
Entrics 
ee Verify all data on Forms NCR-326 and NCR-3e’ prepared for cach 
NCR-325 against such NCR-325. In verifying any entry on any 
form, the first copy of such form shall be used in order that 
poor carbon impressions may be noted and made legible. If an 
error is detected in connection with any form, correct such 
error and determine that all copies on which such entry has 
been made have been corrected. 


3, After all review work has been completed, sign and enter the 
date in the spaces provided therefor in Section III of RF-10 
and release the lot to the person dcsignated to release trans- 
mittals. 


Lili, tnestructions for Release of Transmittals 


Arrangoment 1. After the ocntry work and revicow work have beon comploted in 

ei Forns connection with all lots in a transmittal, the clerk designated 
by the person in charge of the Entry Unit shall scparate Forms 
NGR-325, NCR-326, and NCR~327 into two groups. The first group 
shall consist of Forms NCR-325 and the second group shall con- 
sist of Forms NCR-326 and NCR-327. Maintain the group of 

z Forms NCR-325 in the same farm No. order as the group of Forms 

NCR-326 and NCR-327 so as to facilitate the matching of such 

forms whon the computations have been completed. 


~~ 


2. Prepare RF-3 and release all suspensions together with a copy of 


) Release of RF-3 to the Clearance Unit. Obtain the signature of a represcn- 
§ Forms tative of the Clearance Unit on the original of RF-3. Relcase 
rl Forms NCR-325, NCR~326, and NCR-327, together with RF~10 and a 


i? copy of RF-3 to the Computation Unit. Obtain the signature of a 
representative of the Gomputation Unit on the original of RF-3 

i and release such original of RF-~3 to the record clerk in the 

f Records Unit. 
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NCR-State-308 (I) . Issued June 23, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART IV, COMPUTATION UNIT 


| Personnel The personnel of the Computation Unit shall consist of 
computing clerks, review clerks, and record clerks. 


Upon receipt of farm computation sheets and applications 
for paynent, computation sheets shall be assigned to conputing 
clerks and applications for payment shall be assigned to the 
record clerks. 


Negative Whenover a computation results in a negative number, center 

Nunbers zero (0) and not the negative nunbor., For exanple, if 67.5 is to 

bo subtracted fron 46.5 enter zero (0) and not the nogative number 
(21.0), 


Except as otherwise provided horoin, all computations 
shall be carried to four decinal placcs and rounded to two 
Fractions decinel places. If a computation results ina number which 
contains nore than four decinal places, disregard all figures 
beyond the fourth decinal place. In rounding numbers to two 
decinal places, fractions amounting to fifty ten-thousandths 
(0.0050) or less shall be dropped and fractions amounting to 
fifty-one ten-thousandths (0.0051) or nore shall be considered as 
a hundredth of a unite For example, if the result of a 
computation is 


(a) 8,4750, enter 8.47. 
(b) 8.4751, enter 8.48. 


If the word "Idle" has been entered below the State 

Idle and county code and farm number, make no computations with 

Farms respect to columns (b), (¢), (d), (6), (f), and (g) of Section 2, 
since no payment other than soil-building and restoration land 
peyments will be made with respect to any farm which is idle in 
1939. 


In making computations in Section I with respect to 
any of the columns (bd), (c), (d), (e), (f),-and (g), if there 
are no allotment entries in line 1 for such column, make no 
computations for lines 4 end 5 for such column, and if there is 
no entry to be mage in line 6 for any of such columns, make no 
computations for lines 7 and 8. 


as ou 


ae 


on NCOR-225, 


Section I 1. Make computations with respect to Section I of 
of NOR-325 NCOR-325: as follows; — 


a. Column (b)-- Corn 

(1). If the letters "N,A." have been entered 
jn item 1(>) make no computations in 
column (b) unless the entry in item 2(d) 
is in excess of 8.0. 

(2) Obtain 4(b) by multiplying 3(b) by $0.09. 

(3) Obtain 5(b) by multiplying 1(b) by 4(>). 

(4) Obtain 6(b) by subtracting from 2(b) the 
entry in 1(b)... If the letters "N.A." have 
been entered in 1(b), obtain 6(b) by sub- 
tracting 8.0 from 2(b). : 

(5) Obtain 7(b) by multiplying 3(b) by $0.40. 

(6) Obtain 8(b) by multiplying 6(b) by 7(d). 

be Column (c) - Wheat. 

AL) sIf the ictters "N.4." have been entenod ae 
itom 1(¢) make no computations in column (c) 
uniess the entry in item 2(c) is in excess 
Of t.U. 

(2) Obtain 4(c) by multiplying 3(c) by $0.17. 

(3) Obtein 5(c) by multiplying 1(c) by 4(c). 

(4) Obtain 6(c) by subtracting from 2(c) the 
entry in l(c). -If the letters "N.A,", have 
been entered in l(c), obtain 6(c/ by sub- 
tracting 8,0 from 2(e). 

(5) Obtain 7(c) by multiplying 3(c) by $0.50. 

(6) Obtain 8(c) by multiplying 6(c) by 7(c). 


c. Colunn (da) - Tobacco 


(1) Obtain 4(a4) by multiplying 3(a) by the rate 
entered in the heading of column (4d). 


(2) Obtain 5(d) by nultivlying 1(d) by 4(4). 


de 


(3) 


(4) 


(5) 


ae 


Obtain the entry for 6(d) as follows: Subtract 
fron 2(d) the entry in 1(d). If the result of 


such subtraction is 10 percent or less of 1(d), 


enter such result in 6(d). If the result of 
such subtraction is nore than 10 percent of 1(d), 
enter in the left half of 6(d) 10 percent of 
1(a)(expressed in hundredths of an acre) or 
one-tenth of an acre, whichever is larger. 
Enter to the right of such figure, separated 
by a dash, the result obtained by subtracting 
the entry in the left half of 6(d) fron the 
rosult obtained by subtracting fron 2(d) the 
entry in 1(d). When two ontries are nade in 
6(ad) the sum of such entrics must equal tho 
rosult obtained by subtracting from 2(d) the 
ontry in 1(d). 


Obtain the ontry for 7(d) as follows: If one 
entry has beon made in 6(a) enter in 7(d) the 
result obtained by nultiplying 3(d) wy $0.02. 

If two entries have beon nade in 6(d) entor in 
tho left half of 7(d) the result obtained by 
multiplying 3(d) by $0.02 and enter to the right 
of such figure, separated by a dash, the result 
obtained by nultivlying 3(d) by $0.08, 


Obtain the entry for 8(d) as follows: If one 
entry has been made in 7(d) enter in 8(d) the 
result obtained by multiplying 6(a) by 7(d). 

If two entries have been made in 7(d) enter in 
8(a) the sun of the results obtained by multi- 
plying the entry in the left half of 6(d) by the 
entry in the left half of 7(d) and the entry in 
the right half of 6(d) by the entry in the right 
half of 70a)% 


Column (ec) - Potatoos 


(1) 
(2) 
(3) 


(4) 
(5) 


Obtain 4(e) by multiplying 3(¢) by $0.03. 

Obtain 5(e) by multiplying l(e) by 4(e). 

Obtain the entry for 6(e) as follows: If an 
entry other than zero has been made in l(e) enter 
2(e) ninus l(e). If no entry other than zero 

has been made in l(e) enter 2(e) minus 3.0. 


Obtain 7(e) by multivlying 3(e) by $0.30. 


Obtain 8(e) by multiplying 6(e) by ”(e). 


Ce 


-A4- 


Colunn (f) - Cotton 


(1) 


(2) 


(3) 


(4) 


(5) 
(6) 


If the word "Cotton" has been stricken fron 
the heading of column (f) and the name of a 
type of tobacco entered in licu thereof, 


corputations with respect to column (f) shall 


be nade in accordance with the instructions 


. for naking corputations with respect to 


colunn (da). 
Obtain 4(f) by nultiplying 3(f) by $0.02. 
Obtein 5(f) by nultiplying 1(f) by 4(f). 


Obtain 6(f) by subtracting from 2(f) the entry 
io EGE) 


Obtain 7(f) by multiplying 3(f) by $0.04. 


Obtain 8(f) by multiplying 6(f) by 7(f). 


f. Colunn (¢) - Counercial Vegetables 


Ze 


(1) 
(2) 


() 


Obtein 5(g) by multiplying l(z) by 4(g). 


Obtain 6(g) by subtracting fron 2(g) the larger 
of 1(e) and 3.0 acres. 


Obtain 8(g) by multiplying 6(¢) by 7(g). 


Column (h) - General 


(1) 


(4) 


Obtain 1(h) by subtracting from 1(i) the sum of 
the entries in Baie l(c), 1a), 1fe), tee 
1(z), and the entry for sugar beets in the 
heading of column (h). 


Obtain 4(h) by multiplying 3(h) by $1.10. 


If the letters "N.A," have not been entered in 
1(h) obtain 5(h) by multiplying 1(h) by 4(h). 
If the letters "NA." have been entered in 
1(h) make no entry in 5(h). 


If the letters "N.A." have not been entered in 
1(h) obtain 6(h) by subtracting from 2(i) the 
sui of the entries in 1(i), 6(b), 6(c), 6(a), 
6(c), 6(f#), and 6(g). If the letters "NA," 
have been entered in 1(h) obtain 6(h) by sub- 
tracting from 2(i) the sun of the ontrics in 
Lit ),s6(d)s Gledun6(apy 6{e), 6(f),. 60a) eee 
2060 acros, 


et oe Rata en ee 
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5 Section IV 
© of NCR~325 


Section III oe 


ee 


me 5B = 
(5) Obtain 7(h) by multiplying 3(h) by $8.00. 


(6) Obtain 8(h) by multiplying 6(h) by 7(h). 


Make conputations with respect to Section II of 


NCR-325 as follows; 
ae Column (b) - Acres or units 


(1) Obtain 2(bd} by subtracting from 1(») the 
entry in Section I, item 1(i). 


(2) Determine that the entry in 9(b) is equal to 
the sun of the entries on line 9, in column (a). 


~b. Column (c) - Anount 


(1) Obtain 2(c) by multiplying 2(b) by $0.50. 


(2) Obtain 3(c) by nultiplying 3(b) by the county 
rate of payment for noncrop open pasture. 


(3) Obtain 4(c) by multiplying 4(b) by $0.70. 

(4) Obtain 5(c) by multiplying 5(b) by $2.00. 

(5) If the letters "N,A." have been entered in 
Section I, item 1(h), enter in 6(c) the 
result obtained by multiplying Section I, 
item 1(h) by Section I, item 4(h). If the 
letters "N,A." have not been entered in 


Section I, item l(h), make no entry in 6(c). 


(6) Obtain 7(c) by adding 2(c), 3(c), 4(c), 5(c), 
and 6(c). 


(7) Obtain 9(c) by multiplying 9(>) by $1.50. 
(8) Enter in 10(c) the smaller of 7(c) and 9(c). 


Make no computations with respect to Section III of 
NOR-325. . 


Make computations with respect to Section IV of NCR-325 
as follows: 


a. Column (b) - Net Payment, 


(1) Obtain 1(b) by subtracting from Section I, 
5(b) the entry in Section I, 8(b). 


(2) 


; (3) 


(4) 
(5) 
(6) 
(7) 


(8) 
(9) 


u 6 + 


Obtain 2(b) by subtracting from Section I, 
5(c) the entry in Section I, 8(c). 


Obtain 3(b) by subtracting from Section I, 
5(d) the entry in Section I, 8(d). 


Obtain 4(b) by subtracting fron:Section I, 
5(c) the entry in Section I, 8(e). 


Obtain 5(b) by subtracting from Section L, BL) ve 
the entry in Section I, 8(f). 


Obtain 6(b) by subtracting from Section I, 5(g) 
the entry in Section I, 8(g). 


Obtain 7(b) by subtracting from Section I, 5(h) 
the entry in Section I, 8(h), 


Enter in 9(b) the entry in Section Il, 1LOtes 


Enter in 10(b) the sum of the entricos in 1(»d) 
to 9(b), inclusive. 


b. Column (c) - Not Deduction, 


Co 


(1) 


(6) 


eos 


(8) 


Obtain l(c) by subtracting fron Section I, 8(b) 
the entry in Section I, 5(»b). 


Obtain 2(c) by subtracting from Section I, 8(c) 
the entry tn Section I, 5{c). 


Obtain 3(c) by subtracting from Section I, 8(4d) 
the entry in Section I, 5(d). 


Obtain 4(c) by subtracting from Section I, 8(e) 
the entry in Section I, 5(e). 


Obtain 5(c) by subtracting from Section I,8(f) 
thexentry atm Seaticon Pre5(t).< 


Obtain.6(c) by subtracting from Section I, 8(g) 
the entry in Section I, 5(¢). 


Obtain 7(c) by subtracting from Section I, 8(h) 
the entry in Section 1, 5Uh). 


Enter in 10(c) the sum of the ontrics in l(c) 
to ?(c), inclusive. 


Items 11(b) and ll(c). 


(1) 


Obtain 11(b) by subtracting from 10(b) the 
entry in 10(c). 


de 


(2) 


- 7 - 


Obtain lifc) by subtracting from 10(c) the 


entry in 10(»). 


Payments and deductions to applicants 


(1) 
(2) 


utS) 


(4) 
(5) 
(6) 
(7) 


(8) 


(9) 


(10) 


(11) 


(12) 


(13) 


(14) 


(15) 


Obtain l(a) by multiplying 1(b) by lfe). 
Obtain 1(f) by multiplying 1(c) by l(e). 
Obtain l(g) by multiplying 1(b) by 1(h). 
Obtain 1(i) by multiplying l(c) by 1(h). 
Obtain 1(j) by multiplying 1(>) by Le), 
Obtain 1(1) by multiplying 1(c) by 1(k). 


Obtein the entries for lines 2 to 7, inclusive, 
Anecolumnes (a), of) ele); (4), (3), and G1) an 
the same manner as that employed in obtaining 
the entries for line l. 


and 9(j) by multiplying 


Obtain 9(d), 9(z), 
(h), and 9(k), respectively. 


9(b) by 9(e), 9 


Obtain 11(a) by subtracting from 10(d) the 
entry in 10(f). 


Obtain 11(f) by subtracting from 10(f) the 
entry in 10(d). 


Obtain Il(g) by subtracting from 10(g) the 
entry in 10(i). 


Obtain 11(i) by subtracting from 10(i) the 
entry in 10(g). 


Obtain 11(3) by subtracting from 10(j) the 
entry in 10(1). 


Obtain 11(1) by subtracting from 10(1) the 
entry in 10(3). 


If the division of payments with respect 

to a farm is the samc for all crops and soal- 
building practices, there will no percent- 
age entries in columns (e), (h), and (1c) 
except on line 11. In such cases it will 

not be necessary to obtain entries for 

Lincs 1 to 10, inclusive, in columns (4), 
(Py favs (i), Cd)» and (102 For such 


(16) 


C7) 


(18) 


(19) 


cases, obtain 11(d), 11(g), and 11(j) by multi-~ 
plying 11(b). by 11(e), 11(h), and 11(k), 
respectively, and obtain 11(f), 11(i), and 


rh) 
Lie. 


If not more than two persons have an interest in 
the farn. 


(a) 


() 


(c) 


(a) 


Lf mo 
Tari 


i Baw 


‘by multiplying 11(c) by retens 11(h), and 
respectively. 


Obtain 12(d) by subtracting from 11(d) the 
enbry- in lt) ar 


Obtain 12(f) by subtracting from 11(f) the 
entry in Lite), 


Obtain 12(g) by subtracting from 11(g) the 
entry in 11(f). 


Obtain 12(4) by subtracting from 11(i) the 
ontry in 11(d). { 


ro than two porsons have an interest in the 
and entrics appear in line 11 only in the 


paynent columns; or in line 11 only im Gee deduction 


columns for all porsons, transfor the cntrice 2a 


coach 


If nore than two persons have an interest in the 


person in Vine TE to Line 12, 


farn 


columns and deduction columns, proceed as follows; 


(a) 


‘11(b) by the sun of 11(4), 11(z2), and 


(b) 


and entries appear in line 11 in both payment ~ 


If an entry has becn nade in 11(b), divide 


11(j). The factor so obtained shall be 
carried to six decimal places and rounded 

to four decimal places and entered in the 
space provided in 12(a). Obtain the entries 
for 12(d), 12(2), and 12(j) by multiplying 
the entries in 1l1(a), 11(g), and 11(j) & 
this factor. 


If an entry has been made in 11(c) divide 
ti(c) by the sum of 11(f), 11(1), andi ae 
The factor so obtained shall be carried to 


' gix decimal places and rounded to four decinal 


places and entered in the space provided in 
12a). ‘Obtain’ the entries for 12(f)) aaa 
and 12(1) by multiplying 11(f), (11(i), and 
11(1) by this factor. t 


Obtain the entries for 123(d), 13(g), and 13(3) 


from 


the following table of payment increases; 


o : sag ‘7 
TABLE OF INCREASE IN SUALL PAYumurs 


ae Any payment amounting to %1 cents or less shall be increased to 
ere QOtma bee lat! |: fs | 


ar Any payment amounting to 72 cents or nore shall be increased in 
accordance with the following schedule, 


Amount of . Inerease  ; Anount of Increase 


Poere-to $0573 | $039 $27.00 to 27.99 ! $ 9.40 
meu 866: «30 fy ehe00 to 28.59 | 9.60 
Read Moh oJ78°°7 -: Sat a eO200 te 29,99 % 9.80 
s(aator Sl +32 30.00 to 30.99 : 10.00 
cto 648S0C«CE: 26 lral.Oo ta zoo | 10.20 
pets. 486: ce Pee OG to 32 do ¢ 10.40 
peemitg Shes oe | 035  B3.00 to 33,99 : 10,60 
Bo tyorem Ol a4: 236 84.00 to 34,99 : 10.80 
peeto ; 493 237 i} 85.00 to 35,99 : 11.00 
Wee to 696 38 | 36.00 to 36,99 | 11,20 
poe torre og107 7: 39 fee OPeO0. £0, 37,99 11.40 
poORONNa FOO! |: 40 tt 38,00 to 38,99 : 11.60 

yO to 2,99 | ~80 39,00 to 39,99 ;: 11.80 
3.00 to 3.99 } 1,20 i} 40.00 to 40.99 | 12.00 
4,.00°t0 4,99 | 1.60 41,00 to 41.99 | 12.10 
5.00 to 5,99} 2.00 42,00 to 42,99 | 12.20 
6.00 to 6.99 : 2.40 i! 43.00 to 43,99 : 12.30 
(00 to, 7.99 =: 2680 fy c44.00 tonsa og : 12.40 
Be00rto "aygg° (| : 3.20 fe 45,00 to 45,99 | 12.50 
S,008t0" 9099 -= : 3.60 | 46400 to 46.99 | 12,60 

LegO0Mte 10699": 4,00. i 47,00 to 47.99 | Lae70 

Hie tG 11,99 | 4,40 is 48.00 to.48.99 | 12.80 

Me.0G"tc 1es99°° 4,80 49,00 to 49,99 | 12.90 

1G50G to" Esrog °°: Bee #2, 90,00 .to 50.99 : 13.00 

: 14,00 to 14.99: 5.60 61.00 to 51.99 : 13.10 

15.00 to 15.99: 6.00 1, pee00 to 52.99 : 13.20 

16.00 to 16,99} 6.40 WT Be O0 ptG..53.99 13.30 

17,00 to 17.99: 6.80 54,00 to 54,99 } 13.40 

18,00 to 1899": 7.20 ©6500 to 55.99 } 13.50 

19.00 to 19.99: 7.60 1 66.00 to 56.99 : 13.60 

20.00 to 20,99: 8.00 Po tee tO. 57.99 |: 13.70 

eisO0" to 21599: 8.20 i 58.00 to 58.99 : 13.80 

22.00 to 22,99: 6.40 59.00 to 59,99 } 13.90 

23.00 to 23.99: 8.60 60.00 to 85.99 : 14,00 

PAs00 to 24,09: ‘ 186.00 to199.99 : 1/ 


Ge80. °° 3 a5 
. 25,00 to 25.99 | 9,00 i} 200.00 and over : 3/ 


26.00 to 26,99 oe at By 
| i/ Increase to $200.00 2/ No Increase 


Lie 


Computations 
on NCR-326 


No Assignment 
and No Setoff 


(20) 


~ 10 ue 


Enter in 14(a), 14(g¢), and 14(j) the sum of the 
entries in 12(a) and 13(a), 12(g) and 13(g) and 
12(3) and 13(j), respectively. 


5. Upon completion of all of the computations in connection 
with Forms NCR-325 in a lot, initial and enter the date 
in the spaces provided therefor in Section III of RF-10 
and release Forms NOR-325 and RF+10 to a review clerk. 


Instructions to Computing Clerks for Making Computations on 
Applications for, Payment. 


1. Make computations with respect to Section IV of NCR-326 
as follows; 


Qe 


Obtain itém 2(c) by multiplying item.1(c) by 100 
vercent minus the rate of deduction for county 
association expenses. 


If no entties for assignments or setroffs have been 


made 


in items 3(b), 4(b), and 5(b), transfer the 


anount in item 2(c) to item 6(c). 


If entries for assignments or set-offs have been 


nade in items 3(b), 4(b), or 5(b), proceed as 

follows; © . 

(1) Enter on the first line in item 3(c) the 
smaller of the entrics in item 2(c) and 
item 3(b). 

(2) Enter on the second line in item 3(c), the 
result obtained by subtracting from iten 
2(c) the entry on-the first line in item 3(c). 

(3) If no entries have been made in iten 4(b).or 
5(>), transfer the amount in the second line 
in iten 3(c) to iten 6(c). 

(4) If ‘entries have becn made in iten 4(b) or 


5(b), obtain the entrios for column (c) for 
lines 4 and 5 in.the nanner that the entries 
for line 3, column (c) are obtained. If 

line 4 is used and line 5 is not used, transfer 
tho entry on the. second line in 4(c) to 6(c). 
If' line 5 is used, transfor the entry on the 
second line in 5(c) to 6(e). 


Computations 
on NOR-327A 


No Assignment 
and No Set-off 


Set-off and No 
Assignment 


-il- 


Make computations with respect to Section V of 
NCR-327A as follows: 


ae 


Dd. 


de 


Ge 


Enter in item 1(b) the sum of the entries in 
column (>d). 


Enter in item 1(c) the sum of the entries in 
column (c). 


Obtain item 2(b) by subtracting from item 1(b) 
the entry in item l(c). 


Obtain iten 3(b) by multiplying item 2(b) by 100 
percent minus the rate of deduction for county 
association expenses. 


If no entries for set-offs have been made in itens 
A(c),. 5(c), or 6(c), and if no entries for assign- 
ments have been made in column (e), transfer the 
enount in item 3(b) to item 7(h). 


If entries for set-offs have been made in items 
A(c), 5(c), or 6(c) and no entries for assignments 
have been nade in column (e), proceed as follows: 


(1) If an entry has been nade in item 4(c) and 
no entries have been made in itens 5(c) amd 


6(c) 
(a) Enter in item 4(b) the entry in item 3(b) 


(b) Enter in item 4(h) the smaller of the 
entries in itens 4(d) and 4(c). 


(c) Enter in item 7(h) the result obtained 
by subtracting from iten 4(b) the ontry 
an item 400)< 


(2) If entrics have been made in item 4(c) and 5(c) 
and no entry has been nado in iten 6(c) 


(a) Obtain the entries for item 4(b) and 4(h) 
as sot forth in paragraph f(1). 


(bd) Enter in iten 5(b) the result obtained by 
subtracting fron the ontry in iten 4(»d) 
the entry in iten 4(c). 


(c) Enter in item 5(h) the smaller of the 
entries in itcns 5(b) and 5(c). 


Pe ee 


(d) Enter in iten 7(h) the amount obtained by 
- subtracting fron the entry in iten 5(b 
the entry in iten 5(c), 


(3) If ontries have been made in itens 4(c), 5(c) 
and 6(c) 


(a) Obtain the entries for itens 4(b) and 
4(h) as -sot forth in paragraph f(1). 


(b) Obtain the ontrics for itoms 5(b) and 5(h) 
- ~ as set-:forth in paragraph f(2). 


(ce) Obtain the entry for item G(b) by sub- 
tracting from the entry in item 5(b) the 
entry in item 5(c). 


(d) Enter in item 6(h): the smaller of the 
entries in items 6(b) and 6(c). 


(e) Enter in item 7(h) the amount obtained 
by subtracting from the entry in item oe 
the entry in item ‘6(e). 


Assignnent and Ze If no entries for set-offs have been made in itens 
No Set-off . f 4(c), 5(c), and 6(c), and entries for assignments 
| have been nade in column (e), proceed as follows: 


(1) Obtain tho entry for column (a) for each line 
on which the name of an assignee appears in 
colunn (g) by multiplying the entry in colunn 
(b) on such line by 100 percent ninus the rate 
of deduction for county association expenses. 


(2) Enter in column (f) on each line the senallaeuee 
the entrics in columns (d) and (ec), 


(3) ®nter in iten 1(f) the sun of the entrics in 
colunn (f). 


(4) /Tf Pteil(f) Ys edual to or 1éss than ite 3(d) 


(a) Transfer to column (h) the entries in 
~~ Veolunn 4), 


(b) Enter in item 1(h) the sum of the entries 
in column (h). 


(c). Enter in item 7(h) the result obtained by 
subtracting from item 3(b) the entry in 
item 1(h). 


Assignment and ae 
pet-off . 


-~13- 


(5) If item 1(f) is greater than item 3(») 


(a) 


(vd) 


(c) 


(a) 


Divide item 3(b) by item 1(f) and enter the 
factor so obtained (carried to six decimal 
places and rounded to four decimal places) 
above the heading of column (f). 


Obtain the entries for column (h) by 
nultiplying the entries in column (f£) by 
the factor entered above the heading of 
column (f). 


Enter in item 1(h) the sum of the entries 
in column (h) and determine that, except 
for the rounding of fractions, such entry 
sf equal to the entry in item 3(»). 


Enter zero in item 7(h). 


If entries for set-offs have been made in iten 4(c), 
5(c), or 6(c) and entries for assignments have been 
made in colunn (e), proceed as follows: 


(3) 


(4) 


Obtain the entries for items 4(b), 4(h), 5(b), 
5(h), 6(b) and 6(h) in the manner sect forth in 
paragraph f. 


Bnter«in colwann (bd) on the line immediately 
following the last set-off tho result obtained 
by subtracting from the last entry in column (bd) 
the last entry in column (c). 


If the result of the subtraction as set forth in 
paragraph (2) is zero, enter zero in colwan (h) 
opposite the nane of each assignee and enter 
zero in item 7(h). 


If the result of the subtraction as set for th 
in paragraph (2) is greater than zero proceed 
as follows: 


(a) 


() 


tc) 


Obtain the entry for column (d) for each 
line on which the name of an assignee 
appears in column (g) by multiplying the 
entry in column (bd) on such line by 100 
percent minus the rate of deduction for 
county association expenses. 


Enter in column (f) on cach line the smaller 
of the entries in columns (d) and (e). 


Enter in item 1(f) the sum of the entries 
in colunn (f) 


Review of 
Forms NCR-325 


space, 


- }4 + 


(d) If item 1(f) is equal to or less than the 
result of the subtraction as set forth in 
paragraph (2) 


(e) 


(a-1) 
(a-2) 


(a-3) 


Transfer to column (h) the entries 
in columa (f) 


Enter in item 1(h) the sun of the 
entries in column (h) 


Enter in item 7(h) the result obtained 
by subtracting from the last entry in 
column (b) the entry in item 1(h), 


If item 1(f) is greater than the result of 
the subtraction as set forth in paragraph (2) 


(a-1) 


(a-2) 


(a-3) 


(a4) 


Divide the last entry in column (b) by 
item 1(f) and enter the factor so 
obtained (carried to six decimal places 
and rounded to-four decimal places) — 
above the heading of column (f). 


Obtain the entries for column (h) by 
multiplying the entries in column (f) 
by the factor entered above the heading 
of’ column (f). 


Enter in item 1(h) the sum of the 
entries in column (h) and determine 
that, except for the rounding of frac- 
tions, such entry is equal to the last 
entry in column (b), 


Enter zero in item 7(h). 


Instructions to Review Clerks, 
ae ie bo hevicw Clerks 


; In making corrections, draw a line through the incor- 
rect ontry and insert the correct entry in the nearest available 
If a large number of errors is found, refer the form 


or forms to the person in charge of the Computation Unit so 


that ane 


w form may be prepared, 


Upon completion of all of the computations in connection with 
Forms NCR-326 and NOR-227A ina lot, initial and enter the 
date in the spaces provided therefor in Section IIil of RPAIp 
and release Forms NCR~326, NCR-327A and RF-10 to a review 


Re 


Data for 

| Determining 

Rate of Deduc- 
tion for Associa- 
tion Expenscse. 


-15- 


Upon receipt of a lot containing Forms NCR-325 verify the 


‘computations on all Forms NCR-325, following the instruc~ 


tious to computing clerks set forth in Sections I and Il 
of this Part IV, except as follows; 


a, When checking Section IV, columns (b) and (c) of 
NCR-325, obtain the total of all payment entries in 
Section I, line 5 and in Section II, item 10(c) and 
obtain the total of all deduction entries in 
Section I, line 8, Obtain the difference between 
the total for paymont entries and the total for 
deduction entries, . 


(1) If the total of the payment entries is larger 
' than the total of the deduction entries, the 
difference should agree with the entry in 
Section IV, item 11(»b). 


(2) If the total of the deduction entries is 

: larger than the total of the payment entries, 
the difference should agree with the entry 
{fm Section IV; item I1(c). 


If the rate of deduction for county association expense 
has not been determined, a slip of paner shall be prepared 
for each lot efter the review of the computations for 

all Forms NOR-325 in the lot has beon completed. Such 
slip of paper should be filed in the Computation Unit 
aftor the following information has been entered theroon: 


a, Tho total number of Forms NCR-225 in the lot, 


b,) ? “Ene total increased payments for the lot obtained 
by adding the entries in Section IV line 14 for all 
Forms NOR-325 in the lot. 


c, The total adjusted deductions for the lot for multiple 
applicants obtained by adding the entrics in Section IV, 
itens 12(f), 12(i), and 12(1) for all multiple applicants 
whose nanes appear on Forms NOR-325 in the lot, “A: 
nultiple applicant is one above whose name therois 
® serial number in the 7000 serics. 


ad. The initials of the review clerk who prepared such slip 
of paper. ; 


Upon completion of the roview of Forms NCR-325 sign 
Bd envor tie dave in the spaces provided therefor 


4 "Saction TIP of RF-1LO. and relcasc the lot to the 


record clerk in the Computation Unit. 


PAS INE) PCS 


Review of Forms 4, Upon receipt of a lot containing Forms NCR-326 
NCR-326 and - atin and NCR-~327A, verify the computations thereon follow- 
NCR-327A ing the instructions to computing clerks set forth in 


Section II of this Part IV, Prepare and attach RF-4 
to each no payment case, — 


‘5. Upon completion of the review of Forms NCR-326 and 
NCR-327A, sign and enter the date in the spaces 
provided therefor in Section III of RF-10 and release 
the lot to the record clerk in the Computation Unit. 


IV. Instructions to Record Clerks. 


1. Upon receipt of a lot of Forms NCR-325 from the review 
Clerk, obtain the Forms NCR-326 and NO2-327 which were 
prepared for such lot by the Entry Unit. Obtain from 
the person in charge of the Computation Unit the rate 
of deduction for county association expenses. 


Transfer of &. From each NCR-325 transfer the payment data to the 
Payment Data Forms NCR-326 and NCR-327 as follows; 

to NCR-326 

and NCR-327 a., If there is a net payment computed for a farm 


as shown in Section IV, item 11(b) of NCR-325, 
enter in Section IV, item l(c) of NCR-326 or in 
Section IIL, items in the payment box, of 
NCR-327 the applicant's increased payment from 
Section IV, item 14(d), 14(g), or 14(j) of NCR-325, 


b. If there is a net deduction computed for a farm 
as shown in Section IV, iten ilic) of NOR-325, 
enter zero in Section IV, item l(c) of each NCR-326 
and in Section III, item 1, in the payment box, of 
each NOR-327, and enter in Section iil, ivem ag 
in the deduction box, of each NCR-327 the deduction 
Computed for each applicant as entered in Section 
IV, item 12(f), 1204), or 12(1) of NOR-325. 


3. Enter in the space provided therefor in Section 
IV, line 2 of NCR-326,.the rate of deduction for 
county association expenses. 


4. Check Forms NCR-327 against RF-8 as follows: 


Check of NCR-327 a. Check the farm number on each NCR-327 

against RF-8 against RF-8 on file in the Computation 
Unit to determine whether an NCR-327 has 
been prepared for each farm in the county 
in which the person whose name appears on 
the NCR-327 has an interest. Enter a check 
mark (+) on RF-8 to the right of the farm 
number which is shown on the NCR-327 for such 
person. If all other farm numbers opposite 
the name of such person on RF-8 have been 


De 


Co 
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checked, enter in the upper right-hand corner 
of such NCR-327, to the left of the line for 
the farm number, the number in colunn (e) of 
RF*8 opposite the name of such person and 
encircle such ontry,. 


Separate all Forms NCR-327 which have a 
circled number in the upper right-hand corner 
fron those Forns NCR-327 which do not havo a 
circled number in the upper right-hand corner. 


File the Forms NCR-327 which do not have a 


circled number in serial number order by 
counties, List on the reverse side of RF-10 
the serial numbers of the Forms NCR-327 which 
have a circled number, 


Remove from the file all Forms NCR-327 

bearing a serial number listed on, the reverse 
side of BF-10, Determine that the number of 
Forms NOR-327 for each serio’. number is equal 

to the circled nunber which appears in the 
upper right-hand cornor of the last NCR-327 
which was checked against RF-8. Check the 

nane of the applicant on all Forns NCR-327 
bearing the same serial number to determine 

that all of such forms are for the same person. 
If any Forms NCR-327 for a serial number are 
nissing, determine whether the records pertaining 
to the corresponding Forms NCR-325 indicate that 
such nissing Forms NCR-327 have been prepared. 
If the records indicate that such forms have not 
been prepared, delete the serial number fron 
RF-10, renove the check marks opposite the farn 
numbers on RF-8 for the missing Forms NCR-327 
and file the Forms NCR-327 for such serial 
number, If the records indicate that such forms 
have been prepared but such forms cannot be 
located, obtain the corresponding Forms NCR-325 
and prepare Forms NCR-327 in the regular manner. 


Arrange Forms NCR-327 for each serial number in 
farm number order, and fasten all Forms NCR-327 
bearing the same serial number together. 


Preparation of NCR-3e7A 


Enter in the upper right-hand corner the State 
and county code and serial number, 


Enter in column (a) in consecutive order the 
farm numbers of all Forms NCR-327 bearing the 
same serial number. 


Co 


Ceo 


For. cach NUR+827,.opposite.its respective farm 
nunbor in column (a) 


(1) 


(4) 


Enter in column (b) tho entry in the paynont 
box, sections lil, 2 tem@elwot NGR=S27. 


Enter in column (c) the entry, in the 
deduce tion ,bex,..Section.L1i, iten 1 of 
NCR-327, 


Enter in column (c) tho entry in the 
deduction .box#.cccbion biti, iten 2 ef 


Entor in column (g) the neme and addross 
of tho assignee as shown in Section III, 
item 2.of NOR-327. 


Enter the rate of deduction for county association 
expenses in the space ae Weed therefor on line 3 
of NCR-3e7A, 


If an RF-2 is attached to an NCR-327 attach such 
form to the NCR-327A bearing the sane serial number. 


(iy 


(2) 


teste ie the priority of the set-offs involved 
and print. in items 4, 5, and 6, in the order of 
priority, the name of the Govneuneee AGeNncy « 

A separate entry should be made for each 
indebtedness, . 


(a) 


If the applicant is indebted to the United 
States Government, print the 

nane of the agency to which he is 
indebted,:..i.¢e.,)-"Indebted to 

AAA." If the indebtedness arose 

out, of an advance for a crop 


insurance preonium enter following 


the words "Indebted to A.A. A." the 
words "1939 (or 1540) Crop Insurance 


. Pronium Advance." If the indedted- 
 NeSs..aAroso,.out, of awgzrant of eid, 


enter following the words "Indebted 
to A.AA." the words "Grants of Aid," 


Enter in ret eh (c) opposite the nane of the 
Governnent agency the anount of the indebted- 


ness, 


Se 


Te 


Be 
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f, Print in the space provided in Section V, line 7 
of NOR~227A, the name and address of the appli- 
cant, Obtain the neme and address from Re-8 5 
Determine that the name of the applicant as 
printed on NCR-327A is the sane as that orinted 
on Forms NCR-327 bearing the same serial number. 


Upon conpletion of the entry work in connection with 
all Forms NOR-326, NCR-327, and NCR-327A in the lot, 
review the entry work thereon, 


Sign and enter the date in the spaces provided therefor 
in Section IIIT of RF-10 and release Forms NCR~326 and 
Forns NOR~-327 for which Forns NCR-327A have been pre- 
pared, together with Forns NCR-327A, to a conputing 
clerk, 


After the conputation and review work have been 
conpleted in comection with all Forns NCR-325, 
WCR-326, NOR-S27, and NCR-327A for a transnittal, 
prepare RF-3 and release the fortis to the Records 
Uni ie 
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NOR-State 308 (1) 


Issued June 23, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART V — PAYMENT SCHEDULE UNIT 


The personnel of the Payment Schedule Unit shall consist of 
adding clerks, typists, and reviow clerks, Review clerks shall use 
black ink, Forms NCR-326 and NCR-327 shail be assigned to adding 


etorks by lots: 


I, Instructions to Adding Clerks. 


bes 


i 
’ Preparation 
of uF-14 


‘ef 


Upon reccoipt of a lot determine whether RF-13 is 
attached to any Forms NCR-326 or NOR-aevA, If 
RFe13 is not attached to any Form NCR=326 or 
NOR=-327A in the lot, proceed in accordance with 
the instructions in paragraph 4 of this proccdure. 


If RF-13 is attached to oa Forn NCR+326 or NCR-3e27A 
examine the R14 file to determine whether an RF-14 
has been prepared for the applicant. 


ae If R14 has not been prepared for the appli- 
cant, prepare iF-14 as follows: 


(1) Enter in the upper right-hand corner, 
in the space provided therefor, the 
name of the applicant. The last name 
of the applicant shall be entered first, 
followed by the first name and the middle 
initial of the applicant. 


(2) Enter in the upper right-hand corner, 
in the space provided therefor, the address 
of the applicant. 


(3) Enter bolow the title of the form and 
preceding tho words "Agricultural Conser- 
vation Program" the symbol "1959," 


(4) Enter in column (a) the State and county 
code and serial number of the application 
for payment, 


(5) Enter in column (b) the gross paynontvon 
the application, Tho gross payment is 
entcrod in Section IV, item l(c) of NCR-326, 
and in Section V, item 2(b) of NOR-327A, 


$10,000 Payment 


Cumulative 
Payments of 
$10,000 


Nera 


{ 
wu 
I 


(6) If the emount of the gross payment is $10,000 or less, 
enter suth payment in column (c) of RF-14, If the 
enount of the gross payment is more than $10,000 


enter $10;000 in column (c) of R14 and enter $10,000 — 


in Section IV, iten 1(c) if the application is an 


NCR=326, on in fection ¥, iten 2(b) if the application J 


fs on NOR+327A.. Forni NCR~326 or NCR-327A shall be 
taken to the person in charge of the Computation Unit 


with a request that Section IV of NOR-326 or Section V_ 


of NCR-Z27A be recomputed on the basis of the new on 
in item l(c) or 2(b), respectively, thereof. 


(7) File Forms RF-14 in the Payment Schedule Unit in 
alphabetical order for the entire State. 


If RF-14 has been prepared for the applicant, proceed as 


follows: 


(1) Enter in column (a) the State and county code and 
serial number of the application for payment. 


(2) Enter in column (b) the gross payment on the opps 
cation for payment. 


(3) Add the amount of the gross payment on the application 
for payment and the cumulative amount in column (c) . 
of RF+14, If the result is $10,000 or less, enter the 
result in column (c) of RF-14. If the result is more 
than $10,000, enter $10,000 in column (c) of RF-14 
and subtract from $10,000 the total of the gross 
payments previously approved to the applicant and enter 
the result in Section IV, item 1(c) if the application 
is an NCR-326, or in Section V, item 2(b) if the 
application is an NCR-327A, Form NOR-326 or NOR-Sev7A 
shall be taken to the person in charge of the Computa- 
tion Unit with a request that Section IV of NCH-326 
or Section V of NOR-327A be recomputed on the basis 
of the new entry in item l(c) or 2(b), respectively, 
thereof. 


(4) If column (c) of RF-14 prepared for the applicant 

indicates that a payment aggrogating $10,000 has 
already been approved for the applicant, prepare and 
attach RF~4 to the application indicating that the 
maximum paymont under the 1939 Agricultural Conser- 
vation Program has already been approved for such 
applicant... Enter the serial number of such appli~- 
cation in Section II of RF-10. 


P 


ad 


Notice of 
Reduction in 
Gross Paymont 


Notice of 
Credit for 
Association 
Expenses 


Correction of 
os a 


Preparation 
Bor Totals 


Ce 


'. application for payment 
: hogs 
_Attach-tho original of such’ statoment to the 


sa 


4e 


a ary 


Where oll or part of the gross payment duc 

under an application for payment can not be 

made because of the $10,000 limitation, prepare 
a statement in triplicate for the signature 

of the certifying officer, setting forth the 
fact that the gross payment under 1939 ACP 

( . was reduced 
because of the $10,000 limitation, 


originol of ‘the application for paymont, 

attach the first copy of such-statcment to tho 
Stato offico copy of the epplication for paymont,. 
and refer the second copy of such statement to 


-the Cloarance Unit in order that it may be fore 
‘warded to the county office. 


- Whore all or part of the gross payment due under 


an ‘application for payment cannot be made because 
of the $10,000 limitation, multiply that part of 
the gross payment which cannot be made by the 
applicable rate for county assotiation expenses. 
Prepare a memorandum for the signature of the 
person in charge of the Application for Payment 


' Section to the State: Accountant advising that 


such amount cannot be deducted from the 1959 ACP 


application for payment on account of the 
$10,000 limitation. Such memoranda to the State 
Accountant shall be numbered serially beginning 
with the number 1. 


Upon receipt of a lot containing, Forms NCR-326 or 
-NCR-327A which were previously submitted to the 
'” General Accounting 
_,RF-13,is attached thereto, If RF-13 is attached, 

‘make such changes as are necessary on RF-14 


Preaudit Office, Determine if 


proviously prepared for the applicant. 


Totals may bo obtained on an adding machine or 
conptomotor... If an adding. machino is used, the 
adding machine tapo sholl bo attached to tho RF-+10 
covering tho lot for which totals wore obtaincd, 
If a comptomoter is used,, chtor the totals on a 
slip of papor and attach such slip of paper to the 
HF~10, All totels shall*bo labeled. 


Gross 
Payments 


Net 
Payments 


1940 Crop 
Insurance 


Premium - *.. 


Advances 


Exponses 


de 


Obtain the total of the gross amounts for the 


‘lot by adding the entries in Section IV, item Lic pri 
‘Of all Forms NCR-326.and Section V, item 2(b) of 
Haha Forms NR~327 A, a 


Obtain the total of the net payments fer the lot 


by adding the payments to applicants and ass signees. 


Payments to applicants will be found in Scction IV, 


“<item 6(c) of NCR-326 and in Section V, itom 7(h) 

‘of NCR-327A. Paymonts to:assignees will be found 
-rin Section IV, item 3(c), aCe), 
“Opposite the name of: the assignec and in Section V, 


or 5(c) of NOR+326 


-adtem 1(h) of NOR-327.As 


Ce 


C. 


“Oneaee thettotal cof * the Aci indie for Grants of 


Aid, if any, for the lot by adding the amounts in 
Section IV, items 3(c),.4(c), or -5(c) of NOR-326 


opposite the words "Grant of Aid," and the amounts 
fain. Section V, items 4(h), 
- opposite the words "Grant, of Aida." 


5(h), or 6(h) of i 


anaes the total of jis aH cits for 1940 Crop 
's Insurance Premium Advances, if any, for the lot by 


adding the amounts in Section IV, item 3(c), 4(c), 


or 5(c) of NCR-326 opposite the words "Indebted 


to AAA, 1940 Crop Insurance Premium Advance," and 
the amounts in Section V, item 4(h), 5(h), or 6(h) 
of NCR-327A opposite the words "Indebted to AAA, 


1940 Crop Insurance Premium Advance," 


Obtain the total deduction for county association 
expenses for the lot by subtractihg from the gross. 


payments for the lot the sum’ of the net payments for | 
the lot, the deductions for ‘Grants of Aid for tha= a 


* lot, und the deductions for 1940 Crop Insurance 


-If any corrections are made 


“by multiplying the s 


deductions, 


Pa arenes for the lot. Verify such amount 
cross payment for the lot by the 
applicable rate for county association expense 


cation in the lot, verify the computations on the 
applications, 


Propare RF-4 indicating tho correction made and forward 
RF-4 to the Clearance Unit, 


—— 


Site 


If the amount obtain®d by the mil tipliceas 
varies from the amotint obtained by the subtraction oe ae 
by more than one-half cent ($0. 005) for cach appli- =~ 


oh an NCR-326 or NOR~327A, make @ 
the same corrections on the Stato office copy of such form, 


ACP-104 


ae 


- 5Be- 


6, When all totals have beon verified, sign and entcr 
the date in the spaces provided in Section III of R10 
and release the lot to a typist. 


7. Upon receipt of a set of Forms ACP-22, accompanied by 
Forms ACP-104 and ACP-105, obtain totals for the columns 
entitled "Gross Amount," "Deduction," and "Net Amount 
Due" on ACP-22, If amounts have been entered in the 
"Deduction" column for "1940 Crop Insurance Premium 
Advances" or "Grants of Aid," obtain separate totals for 
such column for "County Association Expense Deductions, " 
"1949 Crop Insurance Premium Advances," and "Grants of 
Aid." Label all totals and attach to ACP-22, 


Instructions to Tupists 


1. Upon receipt of a lot, prepare Forms ACP-104 in quintuple 
(original on ACP-104 and four copics on ACP-104a) for cach 
lot. 


a, Enter in the upper right-hand corner, preceding the 
words "Agricultural Conservation Payments" the 
symbol "1939," 


b. Enter in the space immediately following the word 
"State" the name of the State shown on RF-10 


c. Enter in the space immediately following the word 
| "County" the name of the county shown on RF+1O 


d, Enter in the space immediatcly following the words .. 
"Association oxponse deduction," in tho blank space. 
provided therefor, tho rato of county association 
exponse deduction, This rate may be obtained from 
Section IV, item 2(a) of any NOR-326 or from Section 
V, item 3, of ony NCR-327A in the lot. 


co, Entor in the space immediately following the vords 
"Administrative No." the State and county code and 
lot numbor shown on RF=-10. For example if the 
State and county code shown on RF+10 is 44-003, 
and the shect number of such RF*10 is 37, tho 
administrative number to be ontered will be 
44--003-37 6 


f. Entor in the first space immodiately following tho 

words "Shect No." the shect number, beginning with 

number 1 for the first sheot of ACP-104 for a lot: 
and nunboring all sheots for such lot consecutively. 


&e 


ine 
NCR-326 


No Paynent to Assignoo 
and Paynont 
to Applicant 


Payment to Assignee 
and No Payment to 
Applicant 


Payment to 
Assignee and 
Payment to 
Applicant 


Enter in the second space on each: shcot for the lot 
immediately following the word "of" the nunber of 
sheets to be prepared for such lot. Such number nay 
be obtained by dividing the nunber of cases in the 
lot by the numbor of cases which can be listed on 
one sheet ae AO P-104 , 


Enter in column (a) the serial number shown on 
NCR-326 or NOR-327A, A serial number will be entered 
for each payee or group of payees who are to receive 
payment under the sane application for payment, even 
though this nay necessitate the ropetition of a 
serial number, 


Entries in columns (b), (c), and (d) for Forms 
NCR-326 shall be made as follows; 


(1) If no entry has been nade with respect to an 
assignnont in Section IV, itom 3(c), 4(c), 


or 5(c) of NCR-326 and an entry has been nade —™ 


in Section IV, iten 6(c) of NOR-326 - 


(a) Enter in column (b) the nance and address 
of the applicant as printed in Soction IV, 
iten 6(a) of NCR-326,. 


(db) Mako no entry in both Ce}, 


(c) Enter in column (d) the entry in Section ry, 
item 6(c) of NOR-326, 


C2) (iP an entry has been made with respect to an 
assignment in Section IV, item 3(c), 4(c), 
5(c) of NCR~326 and no entry has been aaron in 
Section IV, item 6(c) of NOR-326 - 


(a) Enter in column (bd) the name and address 
of the assignee as printed in Section IV 
item 3(a), 4(a), or 5(a) of NOR-326, 


(>) Enter in column (c) opvosite the entry in 
column (b) the name of the applicant as 
printed in Soction IV, itom 6(a) of NCR-326. 


(c) Enter in column (a) the entry in Section 
IV, column (c) of NCR-326, opposite the 
name of the assignee. 


(3) If an ontry has been made with respect to an 


assignment in Section IV, itom 3(c), 4(c), 
5(c) and an ontry has boon made in iton 6(c) of 
NCR-326 - 


ae ae 


(a) Enter in column (bd) the name and address 
of the applicant as printed in Section IV, 
item 6(a) of NCR-326. 


(b) Make no entry opposite such name in 
column (c). 


(c) Enter in column (d) the entry in Section IV, 
item 6(c) of NOR-326. ' a ol 


(ad) Enter in column (b) below the previous entry 
in such column, the name and address of the 

| assignee as printed in Section IV, item ale), 

4(a), or S(a), of NCR-326. 


(c) Enter in column (c) the name of the appli- 
| cant as printed in Section IV, item 6(a) 
of NCR-326. 


ia (f) Enter in column (d) the entry in Section 
, IV, column (c) of NCR-326, opposite the 
name of the assignee, 


| Deductions for (4) If no entry has been made with respect to an 
| 1940 Crop assignment in Section IV, item 3(c), 4(c), or 
‘Insurance Premium 5(c) of NCR-326 and no entry has been made in | 
| _ Advances or item 6(c) but entries have been made showing 
| Grants of Aid deductions for 1940 Crop Insurance Promium 
and No Payment Advances or Grants of Aid in Section IV, 

to Applicant or itoms 3(c), 4(c), or 5(c) - 

Assignee 


i (a) Enter in column (b) tho name of tho appli- 
a cant as printed in Section IV, item 6(a) 
of NCR-3226. 


4 (b) Enter in column (c) the words "Entire 
payment deducted - 1940 CIP Adv." or the 
words "Entire payment deducted - Grant 
of AlGe " 


(c) Enter a zero in column (a). 


 -WOR-3274 . i, Entries in columns (b), (c), and (d) for Forms © 
ra . - NCR-327A shall be made as follows: 


+ (1) If no entry has been made in Section V, column 
™ No Paymont to Assignee (h) opposite the name of any assignee in 

and Payment to ~ column (g) of NCR-327A and an entry has becn 
Applicant mado in Soction V, itom 7(h) of NCR-327A - 


of the applicant as printed in Section V, 


2 
7, (a) ZEntor in column (b) tho name and address 
itom 7, of NCR-327A, 


os eh cs 


(bd) Male ‘no entry in column (c). 


(c) Enter in column (d) the entry in Section 
V, item 7(h) of NCR-327A. 


Payment to Assignee (2) If an entry has been made in Section V, column 
and No Payment . (h) opposite the name of any assignee in 
to Applicant column (g) and no entry has been made in Seetion 


V, item 7(h) of NCR~Z2e7A —- 


(a) Enter in column (b) the name and address 
of each assignee opposite whose name an 
amount appears in column (h), using a 
separate line for each name. 


(>) Enter in column (c), for each name in 
column (b), the name of the applicant as 
printed in Section V, item 7 of NCR-327A. 


(c) Enter in column (d), opposite the name of 
each assignee entered in column (bd), the 
entry in Section V, column (h) of NCR-327A 
opposite such assignce's name in column Cg). 


Payment to Assignee CS)" Se an entry has been made in Section V, column 

and Payment (h) opposite the name of any assignee in column (g) 

to Applicant and an entry has been made in Section V item 7h) 
of NCR-327A - 


(a) Enter in column (b) the name and address 
of the applicant as printed in Section V, 
item 7 of NCR-327A. 


(bd) Make no entry opposite such name in 
Column (c). 


(c) Enter in column (d) the entry in Section V, 
item 7(h) of NCR-327A. 


(da) Enter in. column (bd) below the previous 
entry in such column, the name and address 
of each assignee shown in Section V, | 
column (g) of NCR-327A opposite whose 
name an entry appears in column (h), using 
a separate line for each name. 


(e) Enter in column (c), for each name in 
column (b), the name of the applicant as 
printed in Section V, item 7 of NCR~327A. 


& Oipu 


(f) Enter in column (d) opposite the name of 
each assignee entered in column (b), the 
entry in Section V, column (h) of NCR-327A 
opposite such assignee's name in column Ce). 


Deductions for (4) If no entry has been made in Section V, column 


1940 Crop (h) opposite the name of any assignee in column 
Insurance Premium (g) of NCR-327A and. no entry has been made in 
Advances or Grants item 7(h) but entries have been made showing 

of Aid and No Payment deductions for 1940 Crop Insurance Premium 

to Applicant or Advances or Grants of Aid in Section V, items 
Assignee 4(h), 5(h), or 6(h) - 


(a) Enter in column’(b) the name of the appli- 
cant as printed in Section V, item 7 of 
NCR-3e7A. 


(bd) Enter in column (c) the words "Entire 
payment deducted ~ 1940 CIP Adv." or the 
words "Entire payment deducted - Grant of 
Aid." 


(c) Enter a zero in column (4d). 


j. Enter on the last line of the last sheet of ACP-104 
for the lot, the total of the net payments for the 
lot. Obtain such total from the adding machine 
tape or slip of paper attached to the RF-10 for the 
lot. 


2, After a set of Forms ACP-104 has been completed, pre- 
pare Form ACP-105 in triplicate (original on ACP-105 and 
two copies on ACP-105a) for such set. 


a. Enter in the second space in the upper right-hand 
corner immediately following the words "Adminis- 
trative No." the administrative number shown on 
ACP-104. 


b. Enter in the space following the words "Prepared 
at" beneath the name of the office, the name of the 
city and State in which the form is being prepared. 
For example, if the form is being prepared in the 
Wisconsin State Office, enter the words "Madison, 
Wisconsin." 


Ce 


Enter in the space to the right of the words "No. 
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of Applications," the number of applications for 
paynent. in the lot covered by ACP-105. 


Enter in the central part of the form immediately . 
below the words "THE UNITED STATES, Dr. Tos. 9 780> 
Persons named on the attached Continuation Sheet —° 
(Payees)," the name of the first payee shown one ihe 
the first sheet of the set of Forms: ACOP-104 for «<7. 
the lot. If more than one name has been listed on 
ACP-104, enter the phrase "et al," after the nane. 
entered on ACP-105, ~ ere 


Enter in the spaces to the right of the first line 
of the certification, the numbers of the first and 
last pages of Forms ACP-104 in the set. 


Enter in the space following the words "gross 
amounts aggregating" and following the dollar 

sign ($), the gross payment for all applications 
for payment in the lot covered by ACP-105, ‘This 
amount will be the amount obtained from the adding 
machine tape or the slip of paper attached to 
RF-10 for the lot, & 


ee ne te te al 


Enter in the space following the words "Association bad 
expense at" in itom (a) of the certification and 
on the line preceding the percentage sign (%), the 
rate of county association expense deduction, This 
rate may be obtained from Section IV, item 2 of any 
NCR-326 in the lot, or from Section V, item 3 of 
any NCR-327A in the lot. 


Enter in the space in item (a) of the certification 
immediately following the dollar sign ($), the total 
amount of county association expense deductions for 
the lot. Such total may be obtained from the 

adding machine tape attached to RF-10 for the lot, 


Enter on the line entitled "Grants of Aid" in 
item (b) of the certification and immediately 
following the dollar sign ($), the total amount 
of the Grants of Aid for the lot. Such total may 
be obtained from the adding machine tape attached 
to RF-10 for the.lot. 


Enter on the line entitled "1940 Crop Insurance Ms 
Premium Advances" in item (c) of the certification and 
immediately following the dollar sign ($), the total 
amount of the 1940 Crop Insurance Premium Advances 

for the lot. Such total may be obtained from the add- 
ing machine tape attached to RF-10 for the lot, 
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k, Enter in the space following the words "net pay 
ments aggregating" and after the dollar sigh (4 
the amount of the net payments for the voucher, This 
amount will be the total amount shown in column (a) 
of the last shect of ACP-104 for the lot. 


1, Enter in the space following the word "Title" the 
titlo. of the certifying officer such as "Adminise 
trative Officer in Chargo" or "Administrative Officor 
Acting in Ghargc." 


m. Enter in the space following the word "Date" the 
date of preparation of ACP-105. 


3, When the Forms ACP-104 and ACP-105 have been completed 
for a lot, sign and enter the date in the spaces 
provided therefor in Section III of RF-10, and rclease 
the lot to a review clerk, 


4, Upon receipt of Forms ACP-104 and ACP-105 from a 
review clork, prepare ACP-22 in septuple (original 
and six copies) listing thercon as many lots as are 
available, provided the lots so included do not cover 
more thon 300 payecs. Do not include part of the same 
lot on two sets of Forms ACP-22. 


ae Bnter in the first space in the upper left-hand 
corner immediately above the words "Department 
or Establishment," the word "Agriculture." 

b. Enter in the first space in the upper central 
part immediately above the words "Bureau or 
Office," the letters "A.A,A." and the name of 
the State office. 


c. Enter in the sécond space in the upper left-hand 
corner immediately following the word "By," the 
name "G, F, Allen." 


d. Enter in the second space in the upper central 
part immediately above the words "Title or rank," 
the words "Chief Disbursing Officer." 


e. Entor in the second space in the upper right-hand 
corner immcdiatcly above the word "Station" the 
name of the city and State in which the regional 
disbursing office is located, The rogional 
disbursing offices for the States in the North 
Central Region are located as follows; 


oe TOT ve 


is 
> 
{ 
M4 
, 
City States Served. 


Chicago, Illinois Iowa, Wisconsin, Illinois, : 

Indiana, and Michigan. & 
M 

Cleveland, Ohio Ohio. . 

St. Louis, Missouri Missouri. 

Minneapolis, Minnesota Minnesota and South Dakota. 

Kansas City, Missouri Nebraska 

Enter in the third space in the upper left-hand 

corner immediately following the word "Period" the 

name of the month. The name of the month to be 

entered will be that of the month in which it is 

expected that the payments scheduled on the ACP-22 

will be made. 

Enter in the third space in the upper right-hand 

corner immediately following the words "Symbol Oe le 


No.", the. symbol number of the assistant disbursing 
officer. The symbol number of the assistant 
disbursing officer in the regional disbursing 
office may be obtained from the appropriate 
regional disbursing office. 


Enter in the fourth space in the upper left-hand 
corner immediately following the words "Bureau S 
Schedule No." the bureau schedule number. 

Obtain this number from the person in charge 

of the Payment Schedule Unit, who shall keep 

a register of bureau schedule numbers. These 

numbers will be assigned to Forms ACP-22 con- 

secutively and will be preceded by the number 

"39." The first schedule will be assigned the 
first available number in the series which was used 
for assigning schedule numbers to Forms 1064 
prepared for county association expense vouchers — 
for the 1939 fiscal year. 


Enter in the fourth space in the upper right- 
hand corner, immediately following the word 
"Date" the date of preparation of ACP-22. € 


Enter in the fifth line immediately following 
the words "Appropriation or Fund" the symbol 

and title (abbreviated) of the appropriation 

Shown on ACP-105. 
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k, Enter in the column entitled "Bureau or Office 
Voucher No." the administrative number shown on 
each set of Forms ACP-105 covered by ACP-2<. 


1, After entering the administrative number for a 
sot of Forms ACP-105 in the column entitled 
"Bureau or Office Voucher No," enter on the 
same line in the column entitled "Payec" the 
name of the payce as shown on such sect of Forms 
ACP+105. 


m. Enter to the right of thc name in the column 
headed "Payoo" tho number of paycos for the lote 
Obtain such figure by counting the number of 
ontrics, other than zero (0) in column (d) of 
ACP-104, 


ne Enter in the column entitled "Gross Amount" 
opposite the name in the column ontitled "Payoo"! 
the gross amount entered on ACP-105, 


Oo. Enter in the column entitled "Deduction," opposite 
the name in the column entitled "Payee," the amount 
of the deductions for county association expenses 
entered on the ACP-105. Enter immediately below the 
amount of the deductions for county association ex- 
penses the amount of deductions for Grants of Aid and 
enter below such entry the amount of deductions 
for 1940 Crop Insurance “remium Advances. Obtain 
such entries from ACP-105. Znter an asterisk to the 
left of the entry in the "Deduction" column for 1940 
Crop Insurance Premium Advances and enter two asterisks 
to the left of the entry for Grants of Aid. Enter in 
the last line of the column headed "Payee" the words 
"1940 GIP Adv." preceded by an asterisk, and the 
words "Grants of Aid" preceded by two asterisks. 


pe Enter in the column entitled "Net Amount Due" 
opposite the name in the column entitled "Payce! 
the amount of the net payments entered on the 
ACP-105, 


qe Enter in the space over the word "Title" at tho 
bottom of ACP-22 the title of the certifying 
officers 


5. Release all lots covered by ACPe22, together with the 
sets of related Forms ACP-104 and ACP-105 to the 
adding clerk, The adding clerk will obtain totals of 
"Gross Amounts," "Deductions for County Association 
Expenses," "Deductions for 1940 Crop Insurance Promium 
Jdvances," "Deductions for Grants of Aid," and "Net Amount 
Duc," and return all forms covered by ACP-22 to tho typist. 


ORs 


Saw 
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When Form ACP-22 and related forms are returned by 
the adding clerk, make the following entries on 
ACP-22 -. ; 


Qa. Enter on the "Total" line for the "Cross Anount" 
column the total labeled "Gross Amount." 


‘b. Enter on the "Total" line for the "Deduction" 
column the spearate totals labeled "Deductions 
for County Association Expenses," "Deductions 
for 1940 Crop Insurance “remium Advances," and 
"Deductions for Grants of Aid." Enter an asterisk 
after the total for deductions for 1940 Crop 
Insurance Promium Advances and enter two asterisks 


after the total for the deductions for Grants of Aid. 


ce, Enter on the "Total" line for the "Net Amount 
Due" column the total labeled "Net Anount Due," 


Enter above the name of the State in the upper 
left-hand corner of each sheet of ACP-104 in the 
lot the words "Bu. Sched. No." followed by the 
bureau schedule as shown on ACP-22, 


Release the lots, together with Forms ACP-104, 
ACP-104a, ACP-105, ACP-105a, and ACP-22, to a review 
clerk. 


Instructions to Review Clerks, 


Review clerks shall work in pairs, 


Verify the names of the State and county on Forms 
ACP-104 by checking such cntrics against the corro- 
sponding data on RF-10. 


Determine that the administrative number on each 
scot of Forms ACP-104 is correct by checking such 
administrative numbor against the Statc and county 
code and lot number on RF10. 


Verify the serial numbers on Forms ACP-104 by checking 
such serial numbers against the serial numbers on 
Forms NCR-326 or NCn-327A in thé lot, 


Verify the name and address of, and the payment to, 
each person whose name appears in cdlumn (b) of 


' ACP-104 by checking such data against the corresponding 


data on NCR-326 or NOR-327<A. 


Check the last serial number on each sheet of ACP-104 
against the first serial number on the next succecding 


ne et a ee ee 
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sheet to make certain that the same itom has not becn 
duplicated. If an ontry has beon duplicated, draw a 
line through such entry on ACP-104. 


?. Verify the total in column (d) on tho last sheot of 
ACP-104 for the lot by checking such total against the 
total on the adding machine tapo’ or slip or paper for 
"Net payments" attached to RF-10 for the lot. 


8, Vorify all ontrics on ACP-105. 


9, If many errors have boon made on a scot of forms, 
roturn the forms to the typist and have a now sct 
of forms propered, Otherwisc, make such corrections 
as aro necessary. When a new set of forms has been 
prepared and roviowed in accordance with the instructions 
contained herein, the original set containing the 
errors should be destroyed. 


10, After all forms have been reviewed and found to be 
correct, initial all Forms ACF-105 and ACP-105a in the 
lower left-hand corner. Sign and enter the date in the 
space provided therefor in Scction III of RF-10 and 
rolease the lot or lots with Forms ACP-104 and ACP-105 
to a typist. 


11. Upon receipt of ACP-22 from the typist, check all entries 
on such form and correct any errors which have been made 
thereon, Initial all Forms ACP-22 in the lower lert- 
hand corner. Release ACP-22 and all lots covered by 
such AGP-22 to the person designated to release schedules 
to the General Accounting Proaudit Office. 


IV. Instructions for Release of Lots. 


I. -When the voview work in eonnectidn with all lots covercd 
by one set of Forms ACP-22 has been completed, the original 
ACP-22 shall be referred to the State accountant to be 
stamped "Funds Available" and thereafter the original ACP- 
105 and the original ACP-22 shall be signed by a certifying 
officer, When tho forms have boen signed, detach the 
socond copy of cach shect of ACP-104 in the sot and the 
second copy of ACP-105 for each lot, and the second copy 
of ACP-22 and forward such copies to the State accountant. 
If the lot consists of cases which were previously sus- 
pended by the General Accounting Office, the lot number 
will be greater than 500 and the original and one copy 
of a preaudit difference statement should be attached 
to cach case. Remove the copies of the preaudit differcnee 
gtatomoents and forward them to the State accountent with the 
copios of the Forms ACP-104, AQP-105, and ACP 22 for tho lot. 
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Arrange the lots in the following order: 


2, Form ACP-22 (original and five covics). Stamp 
the third copy of ACP-22 "Forward to Records and 
Accounts Section, A,A,A., Washington, D. C." 


b. Form ACP-105 (original and one copy) for the 
lots covered by ACP-22, 


c. A set of Forms ACP-104 (original and three copies) 
for each lot covered by ACP-22, 


de Forms NCR-326, NCR-327A, and the forms attached 
thereto, in each lot covered by ACP-22. If any 
Forms KRF-13 are attached to Forms NOR-326 or 
NCR-327A, such Forms RF-13 should not be detached, 
but should accompany Forms NOR-326 and NCR-327A 
to the General Accounting Preaudit Office, 


e. Fasten all forms in the lot except ACP-22 by 
means of an Aoco fastener or other comparable 
fastener, 


Prepare RF-3 and release the Forms ACP-22, ACP-104, 
ACP-105, NCR-326 and NCR-327, and NCR-Z327A, together 
with the copy of RF-3, to the General Accounting 
Preaudit Officé. Obtain the signature of a represen- 
tative of the General Accounting Preaudit Office on 
the original RF-3 and send such original RF-3, 
together with Forms RF-10 to the record clerk in the 
Records Unit. Forward the suspended cases, if any, 
together with a copy of RF-3, to the Clearance Unit. 


NCR-State-308 (I) Issued June 23, 1929 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
- NORTH CENTRAL DIVISION. 


PART VI - CLEARANCE UNIT 
I. General 


All clerks working in the Clearance Unit should become 
thoroughly familiar with all instructions contained in 
NCR+State-308 (I) and with all other instructions relating 
to the 1939 Agricultural Conservation Program in the States of 
Missouri and Wisconsin. 


As a general rule suspended cases will be returned to the 
county office for correction, accompanied by a letter or Form 
RF-4 indicating the nature of the error, If it is thought de- 
sirable, suspended cases may be taken to the county office by a 
farmer fieldman or other representative of the State office or 
the county committee may be called to the State office in order 
that the necessary corrections may be made. 


When suspended farm computation sheets are returned to the 
county office, the copies thereof, as well as the originals, must 
be returned, When suspended applications for payment are returned 
to the county office, only the originals thereof may be returned 
to the county. The State office copies of applications for pay- 
ment must be retained in the State office. 


All suspended cases which are returned to the county office 
whether by mail or by a representative of the State office will 
be listed on RF-10 and resubmitted by the county office in the 
regular manner, All suspended cases for which the suspension was 
unwarrented or for which the reason for suspension was removed in 
the State office will be forwarded to the Records Unit for the 
preparation of RF-10, 


Li Corrections on Forms in State Office 


When corrections are made in the State office on trans- 
mittal sheets, farm computation sheets, or applications for pay- 
ment, pencil copies. of forms RF-4 or RF-5 indicating the cor- 
rections made will be prepared and transmitted to the Clearance 
Unit. Upon receipt of such forms a typed copy shall be prepared 
and transmitted to the county office, The pencil copies of such 
forms shall be filed in the general county file. 


ges ea Base 


III, Suspensions Made by APS Because of Incorrect or Missing Data. 
A 


IV. 


Cases 
Suspended 
in Exani- 
nation Unit 


Notice fron 
Comptroller 
of AAA, 


Farm computation sheets and applications for payment 
which are suspended in the Application for Payment Section 
shall be cleared in the.monner found to be the most expeditious. 
As a general rule suspended cases shall be returned to the 
county office accompanied by letters or typed copies of 
Forms RF=4 explaining the error and the manner in which 
the error should be corrected. A copy of the letter or the 
pencil copy of RF-4, as the case may be, shall be filed in 
the general county file. tees 


If suspended cases are taken to the county by a farmer 
fieldman or other representative.of the State office, the Forms 
RF-4 attached thereto should be examined to determine that the 
reason for suspengion:is adequately set fortn, — 

If in the examination of a suspension it is found that 
the suspension was unwarranted or if the reason for suspension 
is removed without returning the case to the county office, 
write the words "Suspension Unwarrented!" or "Suspension Removed"! 
on the R¥-4 attached to the case, obtain the initials of the 
person in charge of the Application for Psynent Section or 
some other authorized person on the RF-4, and transmit the 
Case to the Records Unit for the preparation of RF-10, 


v 


Suspension Because of $10,000 Limitation. 


1, When a case is received from the Examination Unit which 
was suspended because the applicant is other than an 
individual, partnership, or estate and has an interest 
in farms or ranches in other States, prepare Form ACP-107 
in triplicate. Forward the original and one copy of 
this forn to the Comptroller of the Agriculture] Adjust- 
nent Adninistration, Old Post Office Building, Washington, 
D. C, The other copy of this forn, together with the 
application for paynent, shall be filed in a file narked 
"Correspondence with Comptroller, $10,000 Paynents,"! 


ae Upon return of Form ACP=107 from the Comptroller of 
the A,A,A., enter on the copy thereof the infornation 
shown on the original and file such copy with the 
original of the application for payment and RF-13 
shall be removed and destroyed. 


—— 


Entire Pay- 
ment Approved 


Partial Pay+ 
ment Approved 


No Payment 
_ Approved 


Notice to 
Accountant 
When Payment 
Is Reduced 


(1) 


(2) 


(4) 


i 
_ 
I 


If the entire amount of the gross payment as computed 
on the application for payment may be approved, 

write the words "Suspension Removed" on RF-4 and 
release the application for payment to the Records 
Unit for the preparation of RF-10, 


If only a part of the gross payment computed on the 
application for payment may be approved, prepare a 
statement in triplicate for the signature of the 
certifying officer setting forth the fact that the 
gross payment under 1939 ACP application for pay- 
ment was reduced to $ because of the 
$10,000 limitation, Attach the original of such 
statement to the original of the application for 
paynent, attach one copy of such statement to the 
State office copy of the application for payment, 
and forward the other copy of such statement to 

the county office together with a letter requesting 
that office to make the necessary corrections on 
the county office copy of the application ita be 
payment and advise the applicant of the reduction 
in payment. Recompute the application for paynent 
on the basis of the reduced gross payment. Write 
the words "Suspension Kerioved" on R¥-4 and release 
the application for paynent to the Records Unit 

for the preparation of RF-10. 


If no part of the gross payment conputed on the 
application for payment may be approved, prepare a 
statenent for the signature of the certifying 
officer setting forth such fact. Attach the 
original and one copy of such statement to the 
original and the State office copy of the appli- 
cation for peyment and file the original and copy 
of the application for payment in the Clearance 
Unit. Forward the other copy of the statement . 
to the county office together with a letter re- 
questing that office to advise the applicant that 
no payment will be made under the application for 
payment. 


In those cases where only a part or none of the 
gross payment computed on the application for pay- 
ment cen be approved, prepare a memorandum for the 
signature of the person in charge of the Application 
for Paynent Section to the State Accountant advising 
hin of the State and county code and serial nunber 
of the application for payment and the anount of 
county association expenses which cannot be deducted 
on account of the $10,000 limitation. 


Cases Sus- 
pended in 

the Payment 
Schedule Unit 


Payment Re 
duced in the 
Payment 
Schedule Unit 


er aye 


Such memoranda to the State accountant shall = 
be numbered in the same series as that used’ 
in numbering similar memoranda prepared in the 
Payment. Schedule Unit, 


b. When an application for payment to which Form ACP-107 


is attached is suspended by the General Accounting 
Preaudit Office because of an error in computation 
proceed as follows: 


(1) If, as a result of the correction of the error, 
the applicant will be entitled to a smaller 
payment resubmit the applicaticn for payment 
to the General Accounting Preaudit Office in 
the regular manner and prepare a memorandum 
to the Comptroller of the Agricultural Adjust 
ment Administration advising hia of the State 
and county code and serial number of the ap- 
plication for payment, the name and address 
of the applicant, and the corrected amount of 
the gross payment computed for the applicant. 


(2) If, as a result of the correction of the error, | 
the applicant will be entitled to a larger | 
payment, prepare a new Form ACP-107. The word 
"CORRECTED" shall be entered at the top of the 
new Form ACP-107, Thereafter, Form ACP-107 and 
the application for payment shall be handled in 
accordance with the instructions contained in 
paragraph 1 of this Section IV, 


When an application for payment is suspended by the Payment 
Schedule Unit because the maximum payment of $10,900 has 
already been approved, file such application, together with 
the copy thereof, in the Clearance Unit. Forward a copy of 
the statement attached to the application for payment to 
the county office, together with a letter requesting that 
office to advise the applicant that no payment will be 

made under the application for payment. 


When a copy of a statement setting forth the fact that the 
éross payment under an application for payment was reduced . 
because of the $10,000 limitation is received from the 
Payment Schedule Unit, forward such statement to the county |, 
office, together with a letter requesting that office to 
make the necessary correction on the county office copy | 
of the application for payment and advise the applicant 
of the reduction in payment, 


ae 


V. General Accounting Preaudit Office Suspensions 


Suspended 5 Wp 
fam 2, 
Computation 
Sheets 


Suspended 
Applications 
for Payment 


Farm Computation sheets which are suspended by the General 
Accounting Preaudit Office shall be corrected and returned to 
the General Accounting Preaudit Office, In all cases the 
State office copy shall be corrected to agree with the 
corrected original and the county office shall be notified 
oz such correction, ; 


Applications for payment which are suspended by the General 
Accounting Preaudit Office shall be corrected and returned 

to the General Accounting Preatdit Office, together with a 
reply to the preaudit difference statement, over the signature 
of a certifying officer, Wherever practicable, the reply to 

a preeudit difference statement shall be made on such preaudit 
difference statement. All corrections on applications for 
payment except corrections of items which are the results of 
cornputations must be initialed by the member of the county 
committee who certified the application, The suspended appli- 
cations for payment and all forms returned therewith must be 
resubmitted to the General Accounting Preaudit Office even 
though a new application for paynent is prepared. 


VI. County Office Requests for Corrections 


amis ps 


NCR-325 Not 
Released to 
GAPO 


NCR-325 Released 
to GAPO; Applica- 
tion for Payment 
Not Released to 
GAPO | 


If a memorandum requesting the correction of an NORe325 

is received from the county office, forward such memorandum 
to the person in charge of the Application for Payment 
Section, or some person designated by him, who shall initial 
the memorandum if the proposed correction is acceptable. 

If there is any doubt as to the acceptability of the proposed 
correction, the county committee shall be requested to furnish 
a complete statement of the facts in the case. Tf 6 13 
deemed necessary the case should be investigated by a repre~ 
sentative of the State committee, If the correction is 
acceptable, proceed as follows: 


a. If the NCR-325 has not been released to the General 
Accounting Preaudit Office, make the necessary 
corrections on the original and State office copy 
thereof and handle the corrected NCR-325 in the 
regular manner. 


b. If the NCR-325 has been released to the General 
Accounting Preaudit Office but no application for 
payment prepared from the NCR-325 has been released | 
to the General Accounting Preaudit Office, prepare a 
memorandum requesting that office to return the. 
NCR-325. Upon receipt of the NCR-325 make the 
necessary corrections on the original and State 
office copy thereof and resubmit the original of 


ait ne 


NCR-325 to the General Accounting Preaudit Office. 
The corrected NCR-325 shall be resubmitted to the | 
General Accounting Preaudit Office prior to or at ae 
the same time that the first application prepared 
on the basis of the corrected NCR-325 is submitted’ 

to that office, No statement signed by a member of 
the county committee or a certifying officer explain- 
ing or recommending the corrections need accompany the 
corrected NCR-325 or the application prepared there- 
from. However, all corrections on the application 

for payment other than corrections in items which are 
the results of computations must be initialed by the 
member of the county committee who certified the 
application for payment. 


* 


<b eo 


EIN an application for payment prepared from the 
NCR-325 has been released to the General Accounting 


NCR-325 and Preaudit Office and such application for payment has 
Application not been forwarded to the Disbursing Office, prepare 

For Payment & memorandum requesting the suspension of the 

Released to application for payment end the return of the NCR-325, 
GAPO. Appli- Upon receipt of such forms make the necessary corrections _ 
cation for Pay- on the originals and the State office copies thereof 

ment Not Re- and resubmit the originals to the General Accounting 

leased to D.O, Preaudit Office. The corrected NCR-225 shall be re- 


submitted to the General Accounting Preaudit Office 
prior to or at the same time that the first application 
for payment prepared on the basis of the corrected 
NCR-325 is submitted to that office. No statement 
signed by the county committee explaining and 
recommending the corrections need accompany the 
corrected NCR-325 or the applications prepared 
therefrom, However, all corrections on the applica- 
tions for payment other than corrections in items 
which are the results of computations must be 
initialed by the member of the county committee 

who certified the application for payment. The reply _ 
to the Preaudit difference statement shall fully © 
explain the corrections which have been made, 


d. If an application for payment prepared from the 


NCR-325 and NCR-325 has been released to the General Accounting 
Application Preaudit Office and released by that office to the 
for Payment Disbursing Office, a new NCR-%25 shall be prepared 
Released to and submitted to the General Accounting Preaudit 
GAPO, Appli- Office. Such NCR-225 shall be accompanied by a ? 
Cation for statement signed by a member of the county committee — 
Payment Re-  .. explaining and recommending the corrections, if’ tho 
teased ta 7DsO. ot corrections are other than corrections in itens which 


are the results of computations, and by a menorandun 
of explanation signed by a certifying officer. This 


eae 


new NCR~325 shall be submitted to the General Accounting 
Preaudit Office prior to or at the same time that the 
first application for payment prepared on the basis 
of such NCR-325 is submitted to that office, The ad- 
justment application for payment for the applicant 
who was paid on the basis of the incorrect data shall 
be handled in accordance with the instructions for 
handling adjustment cases. The apvlication for pay- 
ment for each person who was not paid on the basis of 
the incorrect data shall be prepared on the basis of 
the corrected NCR+325. Such applications need not be 
accompanied by a statement signed by a member of the 
county committee or a certifying officer explaining 
or recommending the corrections. However, all cor- 
rections on the application for payment other than 
corrections in items which are the results of conpu- 
tations must be initialed by the member of the county 
committee who certified the application for paynent. 
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NCR-State-308 (II) Issued June..27, 1939. 
on le 4 4 ‘ iat ng 

UNITED STATES DEPARTMENT OF AGRICULTURE eat ie 
AGRICULTURAL ADJUSTMENT ADMINISTRATION yy jy) 20 1999 vt 
f JIG W 


“NORTH CENTRAL DIVISION f rit cy 
‘MeO Leparuniat of Agriculture | 


GENERAL Seni ae or 


The instructions contained herein shall be followed in 
Application for Payment Sections in the State offices Of cL Lino ay 
Indiana, Iowa, Michigan, Minnesota, Nebraska, Ohio, and South 
Dakota, in handling Farm Computation Sheets, Applications for 


Payment, and related forms. 


The county office will prepare and compute farm computation 
sheets and tronsmit the original and one copy to the State Office. 
The State office will check the allotments and yields on the farm 
computation sheets and verify all computations. Wherever possible, 
errors made by the county office will be corrected in the State 
office and the county office will be advised of such corrections. 


Farm computation sheets which cannot be corrected by the State Office 


will be returned to the county office for correction. 


When a representative sample of farm computation sheets from 
a county has been approved in the State office, the rate of de- 
duction for county association expenses will be determined, The 


- State office will advise the county office of such rate of de- 
 @uction and advise the county office to prepare applications for 


payment for such farm computation sheets. When farm computation 
sheets included in a subsequent transmittal are approved in the 
State office, a copy of RF-10 will be returned to the county 
office in order that the county office may prepare applications 
for payment for the farm computation sheets listed on RF-10 which 
were not suspended. 7 , ; 


| The county office will prepare and compute applications for 
payment and forward the original and one copy thereof to the State 
office -after the applications have been signed by the applicant 
and certified by a member of the county committee, The State 
office will check such applications against the State office copy 
of farm computation sheets and against the Register of Indebtedness 
and will verify computations thereon, Wherever possible, errors 
made by the county office will be corrected by the State office 
and the county office will be advised of such corrections. Appli- 
cations for payment which cannot be corrected by the State office 
will be returned to the county office for correction, 


me hae 


In order to facilitate the. handling of the work in connection 
with farm computation. sheets and applications for payment, and related 
forms, the State committee should assist the county committee in | 
selecting one person in the county office to be in charge of such 
work, Such person shall be responsible to both the county committee 
and the State committee for the proper handling of the application 
for payment work in connection with the 1939 Agricultural Conservation 
Program, a rere Powers 


Members of ay ere.t committee and all persons’ working in the 
Application for Payment. Section in the State office should become 
thoroughly familiar with the instructions contained herein and with 
all other pertinent provisions and instructions relating to. the 1939 
Agricultural Conservation Program in the North Central Region. Deviation 
from these instructions will not be permitted. Any questions relative 
to the procedure ''to be followed should be referred’to the person in 
charge of the unit where the question arises and, if such person is 
unable to answer the question satisfactorily, he shall refer the case 
to the person in charge of the Application for Payment Section, If the 
question is not covered by the instructions contained herein, such 
question shall bé referred to.the Director of the North Central Division. 


Farm computation sheets and applications for payment snetd be 
handled in every unit in order of their receipt, 


No aches or aheeedeiehe shall be made on any form. nped pl 
connection with -the 1939 Agricultural Cotiservation Program. unless such 
changes or corrections are specifically authorized by these instructions, 
When making any changes or. corrections authorized by these instructions, 
draw a line through the incorrect entry in such a manner that the 
entry will remain peters “oe ingen? the correct entry in the nearest 
available space. =~ 


As used herein, the following terms shall’ have the: following meanings: 


1. TRANSMITTAL means all farm computation sheets 
or applications for payment which are trans- 
‘ mitted from the county office to the State office. 


2. LOT means all’ farm computation sheets or appli- 
cations for. payment, the farm numbers of which 
are listed on one sheet of RF-10, . 


oral ae 


3, LOT NUMBER means the number assigned to a lot. 
Such number shall be the same as the REED: 
number of RF-10, 

4, FARM NUMBER means the minor civil division code 

and the farm number assigned to a farn. 


5, PARTY IN INTEREST means a person who is entitled 
to a share of the soil-depleting crops, other 
_ than sugar beets, or the proceeds therefrom at 
' the time of harvest, a person who contributed to 
‘the carrying out of soil-building practices, or a 
person who contributed to the acreage of restoration 
land on _the farn. 


Sens SUSPENDED CASE means any farm computation sheet or 
application ‘for payment returned to the county 
office from the State office for correction or in 
connection with which additional data, certifications, 
or corrected forms have ‘been requested by the State 
office, 


7, NO PAYMENT APPLICATION means any application for 
payment with respect to which the total amount of 
‘payment compufsd for an applicant is zero. The 
total amount of payment computed for an applicant 
means the net payment computed for such applicant 
end entered in Section IV, item 2(c) of NCR-226, 

and in Section V, item 3(b) of NCR-327A. 


_The numbers and titles of the forms to be used are as follows: 
1. NCR-309 ~ Listing Sheet. 


2. NCR-325 


I 


Farm Computation Sheet. 


3, NCR-326 ~ Application for Payment for One Farn. 


4, NCR-327 - Application for Payment for More Than One Farn. 


5, NCR-327A- Application for Payment for More Than One Farn. 


6, RF-1 - Progress Record. 
7, RF-2 - Report of Indebtedness. 


8, RF-3 — Release of Lots and Suspended Cases. 


13. 


14, 
15. 
16, 
Aaa 
“aL. 
19. 
20. 


aL 


22. 


any ge 


RF-4 ~ Suspension Sheet, | 

RF-5 - Transmittal Correction Sheet. 

2B 6, — Replacement Form, | 

RPL? — Ligt of Persons Eligible to Execute an 


Application for Payment with Respect to Only 


One Farm, 4 


RF-8 - List of Persons Eligible to Execute an 


Application for Payment with Respect to More 


Than One Farm, 


RF-10 - Transmittal Sheets for Forms. (To State office) 
RF-11 - Notice of Adjustment Payment, 

RF-12.— Record of ee eee 

RF-13 - Statement Concerning Other Farms. 

-RF-14 -— Record of Payments. 


RF-15 - Location of Farm Computation Sheets. 


.ACP-22 - Schedule of Disbursements. 


ACP-104 = Public Voucher. Agricultural 
Conservation Payments (Continuation Sheet). 


ACP-105 - Public Voucher 1939 Agricultural Conservation 
Payments. : 


NCR-State-308( II) 
Issued June 27, 1939. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


INSTRUCTIONS RELATIVE TO HANDLING FARM 
COMPUTATION SHEETS, APPLICATIONS FOR 
PAYMENT, AND RELATED FORMS UNDER THE 
1939 AGRICULTURAL CONSERVATION PROGRAM 
IN THE STATES OF ILLINOIS, INDIANA, 
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NOR-State 308(I1) Issued June 27, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART I - RECORDS UNIT 


Tae personnel of the Records Unit shall consist of receiving clerks, 
record clerks, and file clerks. 


I; Instructions to Receiving Clerks 


1. ‘When Forms NCR-325, NCR-326, NCR-327, NCR-327A, RF-2, RF-7, RE-8, 
and related forms and papers aro received, stamp on the back of 
| $tamping each sheet of such forms the date of receipt. 
Forms 
a. Enter in the space provided therefor in the uppor right-hand 
corner of RF~10 the dato of receipt of such form. 


b. When Forms RF~? and RF-8 have boon stamped, releasc such 
forms to the record.clerk. 


2, Whon Forms NOR-325 accompanicd by RF-10 are reccived, two clorks 
working togothor shall check tho farm numbers of Forms NCR-3S25 
Checking against thc farm numbors listed on RF-l0. Entcr a check mar‘ (/) 
Forms NCR-325 to the right of cach farm number on RF-10 for which there is 
Against RF-10 included in tho transmittal an NCR-325 with the same farm numbcr. 


ae If an NCR-325 is received and the farm number thereof is not 

| listed on RF+10, enter such farm number in Section I of the 
“Form NOR-325 sheet of RF~1O listing farm numbers for the same minor civil 

i Not Listed on . division, correct the total on the last line of Section I, of 

| RF~-10 such sheet, and initial such correction. When such correction 
; igs made on RF-10, prepare RF-5. 


b. If an NOR-325 is missing for a farm mumber which is listed on 

RF~10, draw a line through such farm number; correct the total 

i Form NOR~-325 on the last line of Section I of RF-10, and initial such 
Missing from correction. When such correction is made on RF-10, prepare 

| Transmittal TPB. 


c. If tho State and county code has not been ontered on an NOR-325, 
make such ontry. If a farm number has not been entered on an 
Corrections on NCR-325, or it is determined that a farm Nunborcie Ae erros, 
Form NOR-325 entor the corroct farm numbor if such farm number can be ascor- 
tained from NOR-309, If the correct farm mumber cannot be 
ascertained prepare and attach Rie4 to NCR-325. 


3, After all Forms NOR-325 in a transmittal have been checked against 
RF+10, obtain Forms NF~7 and RF-8 for the appropriate county from 
the record clerk. Two clerks, working together, shall check 
Forus NGR-225 to determine that the serial numbers, the names of 


Checking 
Forns NOR-325 
Against RF-7 
and 2RF-8 


Serial 
Numbers 
Do Not 
Agree 


Serial 
Number 
Missing 

on NCit-325 


Name on 
NOR-325 and 


on RF-7 or 2F-3 


do not Agrcc 


sascha) 
a eo 


the parties in interest, and the minor civil division code and farm 
munbors entered thereon agree with the serial numbers, the nencs 
of the parties in interest and the minor Civil division code and 
farm numbers on RF-? and RF-8. The serial number for a party in 


interest should appear in Section IV of NOR-325, above the name 


of such person and in column (a) of RF-7 or RF-8 preceding the 
name of such party. 


ae if the serial number for a party in interest on NCR-325 does 
not agree with the serial number entered on RF-7 or RF-8, or 
if a gorial numbor has not boon entored on NOR-3e5 and tho 
farm numbor on NCR-325 agroos with the fari number in 
column’ (c) of RF+7 or with one of tho farm’ numbors in 
columns (f) to (i), inclusive, of RF-8 opposite tho name of 
_ guch’ party in interest, entor on NOR-325 opposite. the nance 
* of such party in interest the sorial numbor on RF-7 or REFS. 
Thon such corroction is mado, prepare xF-4, indicating 
thoroon the correction in scorial mumboer. Do not attach such 
RF-4 to tho NCR-325 which has been corrected. Forward such 
RF-4 to the Cloarance Unit upon complotion of tho checking 
work for the troansnittal. A . 


Beaall oO. Borie. nunber has not been entored on NCR-325 for anyots. 
person or if an "X" has been entered above such person's 


same in Section IV of NCR-325, determine whether such person's 
name appears on RF-7 or RF-8. If such person's name does 
appear on RF-7 or if-8 and the farm number on NCR-325. agrees 
with the farm number in column: (c) of RF-7? or with one of the 
farm numbers in columns (f) to (i), inclusive, of RF-8, 
opposite the name of such person, enter on NCR-325 the serial 
nunder ‘assigned to such porson, Indicate on RF-4 that such» 
correction has beon made, and sond such RF-4 to the Clearance 
Unit upon completion of the checking work for the transmittal. 


x 


c.. If neither a serial number nor an "X" has been entered on 


-NCR-325 for any person, and such person's name does notst. Sam 


appear on RF~? or RF-8, prepare HF-4, indicating thereon the’ =: 


fact that no serial number has been entered for such person © 
and that such person's name does not appear on UF-7 or PS. 


Attach such RF-4 to the NCR-325 but do not remove such NON-325 


_ from its place in the transmittal. 


dg, If, for any serial number, the name on NOi-325 does not. agrec 
with the name on RF-7 or it-8 and the farm number on NCR-325 

" ngrees with the farm number on RF-? or with one of the farm 
numbers on NF-8, determine whether iuf-7 or iF-8 has been 
corrected by the record clerk. If a name on RF-7 or, 2F-8 has 
been corrected by the record clork, such record clork will 
havo initialed tho correction. In such caso, correct the 
‘anno on NOR=-325 to agrce with the name on RF+? or NF-8, Pre- 
pare RF-4, indicating the nature of the correction which has 


t 
GI 
r 


been made. Forward such RF-4 to the Clearance Unit upon com- 
pletion of the checking work in connection with the transmittal. 
ly there is no evidence that the record clerk has corrected 

the name on RF=7 or RF-8, prepare RF-4 indicating therein the 
discrepancy in neme, Attach such RF-4 to the NCR-325, but do 
not remove such NCR-325 from its place in the transmittal. 


- @ dIf, in any case there is a slight discrepancy between the 

name of a porson on NOR-325 and the name of such person as 

ea FO shown on RF-? or RF-8, and it is obvious that the name on 
Discrepancics - NCR-325 and the name on RF+? or RF~8 refer to one and the 


in Name Whigh same porson, correct the name on the NCR-325 to agree with 
May Be Changed the name on RI~7 or RF-8. The following are oxonples of 


some of the differences between names on NCR-325 and RF=7 or 
RF-8 which may be corrected: . 


: | | NOR-325 -RF-? or RF-8 
: | Uy Geo. Smith George Smith 
2e George Smith Geo. Smith 
3. John EH, Jones John Ezra Jones 
4. John Ezra Jones John HE, Jones 
5. Wm. C. Brown Wm. Clarence Brown 
6. Wm. Clarence Brown Wm, ©, Brown 
7. Sam Bellman Sam Belman 
8, San Belman Sam Bellman — 
9. Mrs. Sara Smith Sarah Smith 
10. Jones and Smith Jones and Smith 
by John Smith, a partner a partnership 
bs Be Roe Estate by John Doe, Adm, of the 
John Doe, Adn. Est. of R. Roe, Dec. 


When such correction is made, prepare RF-4 indicating 
theroon the correction in name. Do not attach RF-4 to 
the form which has boen corrocted, Forward such RF-4 

to the Clearance Unit upon completion of the checking 
work for the transnittal. : 


f, If the name of a person on NCR-325 docs not agree with the 
nano.of such person on RF~-7 or RF-8, and the discrepancy 
is such that it cannot be corrected in accordance with 


Names Which 
Cannot Be : 
Corrected’ 


he 


Release of 
Forms NCR-325 
to Record 
Clerk 


O6e 


Checking 
Signed Appli- 
cations for 
Paynent 
Against RF-1O 


Serial Number 
Not Listed on 
nF-LO 


Application 
Not in 
Transmittal 
but Serial 
Number Listed 
on RF-10. 


the foregoing instructions, prepare RF-4, indicating 
thereon the discrepancy in name. Attach such RF-4 to the 
NCR-325,. but do not remove such NOR-325 from its place in 
the transmittal. 


2. When it is.determined that the names of the parties in 
interest and the farm number on an NCR-325 and the serial 
number. on NCR=+325 agree or have boen corrected to agrec 
with the names of the partics in interest, the farm num 
bor and the serial number on RF*7 or RF-8, ontor a chock 
mark (f) to the right of the farm number on RF-7 or to 
the right of the appropriate farm number on RF-8, opposite 
the name of such person. 


h, If an "§" appears to the right of a serial number on RF~7 
or RF-8, prepare and attach RF-4 to the appropriate NCh-325, 


After Forms NCR-325 have been checked against RF-7 and RF-8, 
such Forms NOR=-325 shall be separated into lots. Hach lot 
shall include the Forms NCR-325, the farm numbers of which are 
listed on one sheet of RF-10, Both receiving clerks shall 
then sign and enter the date in the spaces provided therefor 
in Section III of cach shect of RF-10 and release tho trans~ 
mittal to the record clerk, 


When Forms NCR-326, NCR-327, and NCR-327A accompanicd by 
Forms.RF-10 are reccived, two clerks, working togother, shall 
check the serial numbers on Forms NCR-326 and NCR-327A against 
the serial numbers listed on RF-10. Enter a check mark (V) 

to the right of each serial number on RF-10 for which there is 
included in the transmittal an NCR-326 or an NCR-327A with a 
corresponding serial number, 


ae If an NCOR-326 or an NCR-327A is received and the serial 
number of such NOR-326 or NOR-327A4 is not listed on RF-10 
enter such serial number in Section I of RF-10. Make 
such entry on the appropriate sheet of RF-10 so that all 
serial numbers will be in order. Correct the total in 
the last lino of Section I of such sheet, Initial all 
such corrections. When such corrections are made on RF-10, 
prepare RF-5, 


be If an NCOR-326 or an NOR-327A is missing for a serial number 
which is listed on RF-10, draw a line through such serial 
number. Correct the total in the last line in Section I 
of RF-10. Initial all such corrections. When such cor- 
rections are made qn RF-10, prepare XF-5, 


c,. If the State and county code has not been entered on an 
NCR-226 or an NCR-327A, make such entry. If a serial 
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number has not been entered on an NCR+3226 or NCR-327 A, 


Missing Data determine from RF-7 or RF-8 the correct serial number for 
Which May Be such NCR-326 or NCR-327A and enter such serial number in 
Supplied in | _ the space provided therefor. 


State Office 


ad. After all corrections made on RF-10 for a transmittal have 
beon ‘entered on RF=5, transmit RF-5 to the Clearance Unit. 


6. Check the serial numbers of cach Form NOR-326 and NCR-327A in 
the lot against RF-+-7 or RF-8, . 


ae Determine that for cach NOR-327A there is included 
an NCR-327 for each farm number listed on RF-8 op- 
posite the serial numbor on NCOR-3e7A, 


be For cach NOR-326 or NCR-327A for which the serial 
number on #F-7 or RFX8 has beon circled, determine 
that entrics have becn made for set-offs in Section 
IV of NCR-326 or in Scction V of NCR-327A, or that 
a properly oxecuted copy of RF-2 is attached ‘to’ such 
form, If entries have not been made for set-offs 
and RF-2 is not attached, prepare and attach RF-4 
to the case. Do not remove the application from 
its place in the transmittal. 


ce For each NOR-326 and NCR-327A for which there is 
an entry in columns (d) or (e) of RF-7, or in 
columns (c) or {d) of RF-8, indicating that the 
RF-13 applicant has an interest in farms in other count 
jes in the State or in other States, prepare and 
attach RF-13 as follows; 


(1) Bntor in the spaces provided therefor, the 
State and county code and serial number of 
the application. 


(2) Indicate by check mark in the appropriate 
blocks whether the applicant has an interest 
in farms in other counties or in othor States 
or both. 


”, After Forms NCR-326 and NOR-327A have been checked against RF-10O, 
RF-? and RF-8, such forms shall be separated into lots. Hach 
lot shall include the Forms NCOR-326 and NOR-327A, the serial 


Release of numbers of which are listed on one sheet of RF-10. Both re- 

Applications ceiving clerks shall then sign and enter the date in the spaces 

To Record provided therofor in Section III of each sheet of RF-10, and re- 
i) Clerk Lloase the transmittal to the record clork, 


Dale Instructions to Record Clerks 


1. Unon receipt of Forms 27 and RF-8, check such forms to determine 


Checking 
Forms RF-7 
and RF=-8 


Distribution 
of RF-7 and 
RF-8 


Re 


Supplemental 
RE-7 or RES 
Received 


Memoranda 

from County 
Requesting 
Corrections 


' name on RF<8, 


I 
rep) 
I 


that they have been properly prepared. Determine that a serial 
number has been entered opposite each name on such forms. Serial 
numbers on RF-7 should be assigned in consecutive order beginning 
with number 1 for the first name on the first sheet. Serial nun- 
bers on RF-8 should be assigned in consecutive order beginning with 
number 7001 for the first name on the first sheot, Determine that 
there is no duplication in serial numbers, Detormine that only 
one farm number has been entered opposite each name on RF-7 and 
that more than one farm number has been entered oposite each 
Determine that a number has been entered in column 
(c) of RF-8 opposite each name and that such number is equal to 
the mmber of farm numbers entered in columns (f) to (1), inedae 
sive, opposite each name, The name of any person should not ap- 
pear on both RF~7 and RF-8, nor more than once on either of such 
forms, If only a few crrors are found on RF~?7 or RF-8, enter an 
ns! to the left of cach serial number in connection with which 

an error is found. In such case, prepare RF-4 indicating thereon 
tho naturo of such errors and forward RF-4 to the Clearance Une te 
If a satisfactory oxplanation of an error is received from the 
county office, make the nocessary correction and strike the "8" 
which has becn ontored. If the number of errors that have been 
mado on a set of Forms RF-? or RF-8 will make the checking of 
Forms NCR-325 against such forns aifficult, such forms shall be 
returned to the county office with the request that a new set of 
forms be prepared. If forms RF~7 and RF-8 are acceptable, initial 
each sheet in the set and file forms RF-7 and WB-8 in the Records 
Units 


From time to time Forms RF-7 or RF~8 marked "Supplement" and 
memoranda with respect to corrections in such forms may be 
received from various counties. Such forms and memoranda . 
will be submitted as notification of additions or corrections 
to be made in connection with the set of Forms RF-7 or RF-8 
from such counties. A mcmorandum sctting forth the reason 

for each addition or correction should be submitted with cach 
supplomontal RF-7 or RF-8. When a supplemental RF-7 or RF-S 

is reoeccived, determine that the shcot number and serial num=- 
bers on RF-7 and RF-S are in proper order and then refor such 
forms together with the accompanying momorendum to the person 
in charge of the Records Unit for a determination as to whether 
tho roason for the addition or correction is satisfactory. Ig 
the reason is satisfactory, the person in charge of the Records 
Unit shall initial the supplemental RF-7 or RF-8 and roturn it 
to the record clerk. File such supplomental sheet of KE? on 
RF-8 behind the last sheet of such form previously received from 
the county. In the case of a transfer of a name from RF-7 to 
RF-8, or from RF-8 to RF~7, make the necessary deletion from ° 
RF~? or RF-8 at the time the supplemental RF-7 or RF-8 is’ fi lea 
If a memorandum requesting the correction of a name or farm 
number, the addition of a farm number to RF-8 or the deletion 
of a farm number from RF-8 is received, refer such memorandum 


= 


Pe 


to the person in charge of the Records Unit, who shall initial 
such memorandum if the reason for the correction, addition, or 
deletion is satisfactory. The record clerk shall then make the 
requested corrections on RF~7? or RF-8 and initial such corrections, 
lf an administrator or executor has beon appointed for the es- 
tato of a deccased cergon, correct RF-7 or RF-8 by adding the 
word "estate" aftor the name of the deceased person and adding 
he name and title of the administrator or executor. Correct 
RF-7 or RF-8 for an incompetent person in a similar mannor. 
there is no administration of the estate of a deceased person 
or if the representative of the cstate of a deccased person has 
been discharged, stzike the name of the deceased or the dis~ 
charged representative and enter the names of the heirs of the 


If 


estate, which names should appear in the memorandun. 


Consolida- 
feonwo. Orig- 
anal RP-7 or 
RF-8 and Sup- 
plemental RF-7 
or RF-8 


Notice of Cor- 
rection after 


Receipt of Farm 


Computation 
Sheet 


a. It may be desirable, from time to time, to consolidate 
supplemental shcets of RF-7? or RF-8 into one sheet. In 
such case list the namos in the order of the assigned 
gsorial numbers and indicate the numbers of the shcots 
which have boen consolidated. 

bd. If the notice of the correction of a name on RF-7 or RF-8 

is received and a check mark () has been entered on RF-7 

to the right of the farm number opposite such name, or on 
RF-8 to the right of one or more farm numbers opposite such 
name, determine the location of the NCR-325 for such farm 
number, Obtain such NCOR-325 and correct the name and ad- 
dress thereon, Initial each such correction. If the NOR-325 
has been submitted to the General Accounting Preaudit Office, 
prepare a memorandum to the Chief of Party of the General 
Accounting Preaudit Office, requesting the correction in name. 
Correct the State Office copy of NCR-325, If NCR-326 or NCR- 
z07Ak has been received in the State office, correct the namo 
and address on such NCR-326 or NCR-3e7A, Prepare and attach 


RF~4 to such NOR-326 or NCR-327A, indicating on such RF-4 that 
the NCR-326 or NCR-227A should be returned to tho county office 
in ordor that that the application for paymont may be proporly 
signed. 
3. Upon receipt of RF-7 and RF-8 check the names on the Register of 
Indebtedness against. the names of the applicants on RF~7 and RF-8 to 
determine if any of such applicants are indebted to the United | 
States Government, If the name of an applicant appears on the 
Registor of Indobtedness, circlo the scrial number in column (a) 
of RF-7 or RF-8 opposite such applicant's name, 


Check 
Register 
of Indebted- 
ness Against 
RF-7 and 
RF-8 
As additional Forms RF+12 are added to the Register of Indebtcdness, 
~ Gheck the namcs on such forms against the names of applicants on 
RI? and RF-8. If the name of an applicant appears on an RF-l2 
which is to be added to the Rogister of Indebtedness, circle the 
sorial number in column (2) of RF-7 or RF-8 opposite the applicant's 
nome. 


De 
Preparation 
of Aya 

be 

Te 

8. 


Release of 9. 
Forms NCR-325 
to Examination 
Unit 

10. 
Release of 
Transmittals 
of Forms 
NCR-325 by 
Other Units. 
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Before any Forms NCR-325 are received in the Records Unit prepare 
an RF-1 for each county agricultural conservation association in 
the State as follows: 


a Enter in the spaces provided therefor in the upper right-hand 
corner of the form the State and county code and the name 
of the county. 


b. Enter beneath the title of the form the words "1939 
Agricultural Conservation." 


c. Enter above the heading of columns (a) to (f), inclusive, 
the symbol "NCR-325." 


Upon receipt of a transmittal of Forms NCR-325, accompanied 
by RF-10 from the receiving clork: 


a, Enter in column (a) of RF-1 the lot numbers of the 
lots in such transmittal. The sheet. number at the 
top of RF-10 shall be the lot number. 


b. Enter in column (b) of RF~1l the date of receipt of 
Forms NCR-325 which may be obtained from the upper 
right-hand corner of RF-10. 


c. Enter in column (c) the number of Forms NCR-325 in 
coach lot. Immediately below the last entry in column 
(c) for a transmittal, enter in red the total of the 
entries in column (c) for such transmittal. 


When a second or subsequent transmittal from a county is received, 
determine that the sheet number of the first sheet of RY-1Q is 
the next consecttive number after the last number previously 
listed on RF-1 for such county. 


Sign and enter the date in the spaces provided therefor in Section 
III of each sheet of RF-10 and place the sheets of RF-10 on top 
of the appropriate lots. Place the copies of RF-10 in a folder 
and file such folder in a file to be known as the "control record." 


Prepare RF-3 and release Forms NOR-325, the originals of RF-10, 
and the copy of RF-3 to the Examination Unit. File the receipted 
copy of RF-3 in the control record. 


Hach unit which releases a transmittal of Forms NCR~-325 will pre- . 
pare an original and one or more copies of RF-3. A copy of RF-3 
will be forwarded to the unit receiving the transmittal and the 
original. of RF-3 will be forwarded to the record clerk. 


EL ey 


12. 


Unwarranted 


Suspensions 
of Forms 
NCR-325 


13. 
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Upon receipt of RF-3 indicating the release of lots of Forms 
NCR-325 by the Examination Unit. 


Qe Enter in column (d) of RF-l1 the number of suspended 
cases for each lot. Obtain the number of suspended 
cases from RF-3, 


be File such RF-3 immediately behind the RF-3 showing 
the release of such lots to the Examination Unit by 
he Records Unit. 


When an NCR-325 is suspended and it is later determined that such 
suspension is unwarranted or when an NCR-325 is corrected in the 
State office, the RF4 attached to such NCR~-325 will be marked 
"Suspension unwarranted" or "Suspension romoved", as the case may 
be, and initialed by the porson in charge of the Application for 
Payment Section or anothor person authorized to do so. Such Forms 
NCR-325 will bo forwarded to the record clerk, Upon roccipt of 
such forms, prepare RF-10. 


a, kEntor in the space marked "Dato Received" the date such 
form is prepared. 


b. Enter in the space marked "Sheet No," a number in the "300" 
sorics. Keep a rocord of the numbers assigned to .such 
lots in cach county so that numbors may be assigned in 
consecutive order. 


c. The data from such RF-10 shall be posted on RF-1 
and a record of progress shall be maintained as 
heretofore set forth. 


d, <Aftor RF-10 has boon propared and postings havo been made 
on RF=1, sign and onter the date in Section iit) of UO. 


Whon. computations on Forms NCR-325 have beon completed, the 
Computation Unit will preparc RES and transmit the originals of 
Forms NCOR-325°to tho Goneral Accounting Preaudit Office. The 
recoipted copy of RF-3 together with the original of RF-10 

Will be transmitted to the Records Unit. Upon receipt of RES 
and RF~-1O. 


oa. Eomove the copy of RF-10 from the control record and 
entor in Section II thereof the farm numbers of the 
farn computation sheets entered in Section II of the 
originol of RF-10. Forward the copy of RF-1O to the 
county office and file the originol of RF-10 in the 
control rocord, 


pe Boater, in column (c) of RF-1, the date of the release 
of Forms NCR-325 to the General Accounting Proaudi t 


Office 
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c. Enter in colwin (f) of RF-1 the number of Forms NOR-325 
released. The number entered in column (f) must equal 
the number entéred in column (c) minus the number 
entered in columns (a). 


14, Upon receipt of a transmittal of applications for payment fron 


Recording the receiving clerk: 

Receipt of ; 

Forms. NCR- a Enter in columa (1) of RF=l the lot numbers of the lots in 
326 and each transmittal. The sheet number at the top of RF-10 
NCR-327A shall be the lot number, , 


be Enter in column (m) the date of receipt of the trans-— 
-mittal of Forms NCR-326 and NCR-327A, Such date may 
be obtained from the upper right-hand corner of RF-10. 


C. Entor in column (n) the number of Forms NCR-326 and 
NCR-327A in cach lot. Immediately below the last ontry 
in column (n) for a transmittal, onter in red the total 
of the ontries in column (n) for such transmittal. 


15, Sign and onter the date in the spaces provided therefor in 
Section III of each shcet of RF-10 and release the originals 
of such forms togothor with Forns NCR-326, NCR-327 and NCR- 
327A to. the Examination Unit, Placo the copics of RF-10 in 
a folder and file such folder in the control record. 


16. Each unit releasing a transmittal of Forms NOR-326 and NCR-3e7A 
Recording Will prepare an original and one or more copies of Rie3. A 
Progress of copy of RF-3 will be forwarded to the unit receiving the trans- 
Forms NCR-326 mittal and the original of such forms will be forwarded to the 
and NOR-327A, record clerk, 


&2e Upon receipt of the RI3 indicating the release of the 
lots of NCR-326 and NCR-327A bir the Examination Unit, 
enter in column (0) of RF-l the number of suspended 
casos shown on such RF-3 oe 


b. If any Forms NOR-326 and NCR-327A are suspended after 
they leave the Examination Unit the RF-3, showing the 
release of the lots will indicate the number of such 
suspensions. In such case, correct the entry previously 
made in column (o) of RF-l. 


ce Enter in column (p) of RF-l the date of release of such 
lots to the General Accounting Preaudit Office. 


we 


1. Enter in column (q) the number of Forms NCR-326 and NCR-ge7A 
released to the Gencral Accounting Preaudit Office. This 
number may be obtained from RF-3 and may be verified by sub- 
tracting from the entry in column (n) of RF-1 the entry in 
column (0). 


Bes Pe Oehae 
Suspensions: — 


18. 


State 
Office 
Suspensions 


Lis 


Pee 


e. When lots ave released from the Payment Schedule Unit to the 
General Accounting Preaudit Office, the original of RP-10 
will be released to the record clerk. 


f. Enter in Section II of the copy of RF-10 the serial numbers 
of Forms NCR-326 and NCR-327A which were suspended in the 
State office and forward such copy to the county office. 
File the original of RF-10 in the control record in place 
of the copy of such form. 


If any of the cases included in a lot of Forms NOR-326 and NOR-3e7A 
are susponded by the Generel Accounting Preaudit Office, such cascs 
Will be-returned to the Application for Payment Section in the State 
office, accompanied by the original and two copics of a proaudit 
difference statement. 


a Enter the serial mumbers of such suspensions in 
Section IV of RF10 and when all suspensions from 
a lot have been received, enter the total number of 
such suspensions in the last line of Section IV of 
“REF-10 and also in column (r) of RF+1. 


b. Melease the second copy of each preaudit difference 
statement to the State accountant and forward the 
original and first copy of such preaudit difference 
statement, together with the suspended NCR-326 or 
NOR-327A to the Clearance Unit. 


When an NCR-326 or an NCR-3e7A is suspended and it is later de- 
termined that. the suspension was unwarranted, or when an NCi 
326 or NOR-327A is corrected in the State office, the RF-4 at- 
tached to such NCR-326 or NOR-327A will be marked "Suspension 
unwarranted" or "Suspension removed", as the case may be, and 
initialed by the person in charge of the Application for Pay 
ment Section or another person authorized to do so. Such forms 
NCOR-326 and NCR-327A will be forwarded to the record clerk. 
Upon receipt.of such forms, prepare wF-10; 


&. Enter in the space marked "Date received" the date 
such form is prepared. 


be. Enter in the space marked "Sheet No." a number in the 
"300" series. Keep a record of the numbers assigned to 
such lots in each county so that the numbers may be 
assigned in consecutive order, 


ce The data from such iF-10 shall be posted on iif-l and a 
. record of progress of such lot shall be maintained as 
heretofore set forth. 


ee 


19. When any Forms NCR-326 or NCR-327A which were suspended by the 
General Accounting Preaudit Office are cleared, such cases will 
Release of be forwarded to the record clerk, together with the original 
EA Gsem Or and copy of the preaudit difference statement. 
Suspensions 
a. Prepare RF-10 and make postings on RF- 1 for such cases 
in the manner set forth in paragraph 18 of this Section II 
except that the lot number to be assigned to such RF-10 
shall be a number in the "500" series. Do not include any 
cases which were suspended by the G.A.P.0. in the same lot 
with any other cases. 


| 20, When a transmittal of tees NOR_326 and NCR-327A is — 
Recording the General Accounting Preaudit Office, such transmittal will.” 
Release by be forwarded to the Regional Disbursing: Office. When checks are 
G.A.P.O.and issued by the Regional Disbursing Office, a copy of ACP-22 ac- 
Payment of companied by a copy of ACP- ae will be received by the record 
Applications clerk. 


a. Upon receipt of such forms, enter in column (s) of RF-1 
the Disbursing Office Voucher Number under which such 
checks were issued, and in column (t) of RF-1 the date 
such checks were issued. 


b. Forward. a copy of ACP-22 and a copy of ACP-104 to the 
State Accountant. 


21. Three times each month prepare NCR-331 in duplicate. The first 
report shall be for the period of the first to the tenth in- 
clusive; the second report shall be for the period of the 
eleventh to the twentieth, inclusive; and the third report shall 
cover the remainder of the month. If more than one program is 


; being handled in the Application for Payment Section at the same 
Preparation 


of NCR-331  WOR-331. When preparing NCR-331, the necessary data may be taken 


from RF-~1. In order that the data to be included on NCR~331 for 
a period may include all data for such period and in order to 
avoid the duplication of data on reports, it is suggested that 
the record clerk make a notation on RF-1 indicating the last 
data included for a period. Prepare NCR-331 as follows: 


a. Enter in the upper right-hand corner the name of the State. 


b. Enter in the space provided beneath the title of the form 
the inclusive dates of the period covered. 


c. Make entries in Section I, columns (b) and (c) as follows: 


(1)" Enter on line i, column (b) the number of ‘Foras 
NCR-325 received from the county during the period. 


time, the data for all of such programs shall be included on one 


(2) 


(3) 
(4) 


(5) 


Make 
(1) 
(2) 


(3) 


(4) 


(5) 


(6) 


(7) 
(8) 


Make 


(1) 


2 dep) 


Enter on line 2, column (bd) the number of Forms NOR-325 
suspended in the Application for Payment Section 


during the period. 


Make no entries in line 3, column (b). 


Enter on line 4, column (b), the number of Forms 
NCR-325 released to the General Accounting Preaudit 
Office during the period. 


Obtain the entries for lines 1, 2, and 4, column 
(c) by adding the entry in column (b) for the cur- 
rent period to the entry in column (c) for the pre- 
vious period. 


entries in Section II, columns (j) and (k) as follows: 
Make no entries on line 1, column (j), 
Make no entries on line 2, column (3). 


Enter on line 3, column (Jj) the number of appli- 
cations for payment received from the county office 
during the period, 


Enter on line 4, column (Jj) the number of appli- 
cations for payment suspended in the State office 
during the period, 


Enter on line 5, column (j) the number of appli- 
cations for payment released to the General Account- 
ing Preaudit Office during the period, 


Enter on line 6, column (j) the number of appli- 
cations for payment suspended by the General Account- 
ing Preaudit Office during the period. 


Make no entries on lines 7 and 8, column (3). 


Obtain the entries for lines 3 to 6, inclusive, column 
(k) by adding the entry in column (j) for the current 
period to the entry in column (x) for the previous 
period. 


entries in Section III as follows: 


Enter on line 1 in columns (a) to (f), inclusive, the 
largest number of persons employed at any time during 
the period in the various units of the Application for 
Payment Section on all programs in connection with 
which NCR-331 is prepared. If a person was employed 
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for a part of a period in one unit and for the balance 
-of the period in another unit, such person shall be 
considered as having been employed in both units. It 

may be advisable for the persons in charge of the various 
units to submit daily reports to the person in charge 

of the Application for Payment Section, showing the 
greatest number of persons employed during the day and 
the number of clerk hours worked by such persons in the 
unit, in order that an accurate record of the personnel 
employed in each unit may be obtained. 


(2) Enter on line 1, column (g), the largest number of 
persons employed in the Application for Payment 
Section during the period. This entry may be less but 
cannot be more than the sum of the entries on line l, 
columns (a), to (f), inclusive. 


(3) Enter on line 2, columns (a) to (f), inclusive, the 
total number of clerk hours worked in the various units. 
This figure shall be obtained by adding for all clerks 
the number of hours each clerk worked in a particular 
unit during the period. This figure may be checked 
by adding the clerk hours worked in the various units 
as submitted on daily reports. 


(4) Enter on line 2, column (g), the total of the entries 
on line 2, columns (a) to (f), inclusive. 


The original of NCR-331 shall be transmitted to the Director 
of the North Central Division immediately after the close of 
the last day of each period. Such form shall not be trans- 
mitted with any other reports, letters, memoranda, or enclos- 
ures, 


III, Instructions to File Clerks 


Filing of 
State Office 
Copies of Forms 


l. 


ah 


When the copies of NCR-326, NCR-327, and NCR-327A are returned 
by the Examination Unit, stamp such copies "Original forwarded 
to the General Accounting Preaudit Office" and file such 
Copies in serial number order by county. 


When copies of NCR-325 are received from the Statistics Section, 
file such copies in minor civil division and farm number order 
by county. 


Suspensions 
and 
Corrections 


Sag aa 


Checking 
NOR-325 
Against 
NCR-309 


NCR-State-308 (II) Issued June 27, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART II - EXAMINATION UNIT 


The personnel of the Examination Unit shall consist of check- 
ing clerks, examining clerks, review clerks and file clerks. Checking 
clerks and examining clerks shall use blue pencil and review clerks 
shall use red pencil. File clerks shall use black pencil. 


Upon receipt of a transmittal of Forms NCR-325 the lots in 
such transmittal shall be assigned to a pair of checking clerks for 
ea check of the entries on Forms NCR-325 against the entries on IMNUR-309. 
Thereafter, such lots shall be assigned to examining clerks for a 
check of the accuracy of cntrics on Forms NOR-325. 


When an ontry on a farm computation shoct or application for 
payment is found to be incorrect.and such entry cannot be corrected 
in accordance with this procedure, place an "X" above and to the 
right of such entry and complete the check of all other entries on 
the form, Prepare and attach RF-4 to such form, indicating therein 
the nature of the crror. If an error is corrected in accordance 
with these instructions the clerk making the correction shall initial 
the correction and shall prepare RF-4 showing the correction made on 
the form. When the entries on all forms in the lot have been checked 
the RF-4 containing notice of a correction shall be removed from the 
form which has been corrected, provided such form has not been 
suspended. When RF-4 is removed such RF-4 shall be transmitted to the 
Clearance Unit. 


Upon receipt of a transmittal of Forms NCR-326 and NCR-Z27A, 
such forms shall be matched with the corresponding Forms NCR-325, 
Thereafter the entries on Forms NOR-326 and NCR-327 shall be checked 
against the corresponding entries on NCR-325 and the entries on 
NCR-327A shall be checked against the entries on NOR-327. An 
examination will then be made of signatures and certifications. 


I. Instructions to Checking Clerks for Checking Forms NCR-325 
Against NCR-309 


In order that the checking clerks may determine the 
proper listing sheet and the proper columns of such form against 
which to check entries on Form NCR-325, a request should be sub- 
mitted to the Statistics Section for information as to the form 
numbers and column numbers where such eierhes may be found on 
the listing sheet, 


1. 


ee 


Two clerks working together shall check the following ontrics 

on Forms NCR-325 against NCR-309 or the county check yioclds. at 
the data on NCR-325 do not agree with the data on NCR-309 and 

if the State committee feels that the data on NCR-3OO are 
correct, the data on Forms NOR-325 shall be corrected to agree 
with the entries on NCR-309 or the county check yields. 


a, “Section Is 


(1) Check the acreage allotments on line 1, columns (ay 
(c), (a), (e), (f), (ge), and (i) against the appli- 
cable columns on NCR-309. 


-(2) If there are entries for acreage allotments on line 1, 
columns (bv), (c), (a), (e), and (f), check entries on 
line % in such columns against the applicable columns 
on NCR-309. 


(3) Check line 3, column (h) against the applicable 
column on NCR-509. 


(4) If there are no entries for acreage allotments on 
line 1, columns (b), (c), (a), and (f), and entries 
have been made on line 2 for such columns, check the 
entries on line 3 against the county check yields 
for the county. 


be Section Lis 
° 
(1) Check line i column (bd) against the applicable 
column on NCR-309. 


As entries on Form NCR~325 are checked against entries on 
NOR-309, make entries to the left of column (1) on NCR-309 
as follows: 


ae If an NOR-325 has not been suspended, enter the letters 
"O.K." in the column to the left of column (1) of 
WOR-309 on the line bearing the farm number of NCR-325. 
If the letter "S" appears to tho loft of column (1) of 
NCR-302 opposite the farm number of NOR-325, strike 
tho letter "S" end enter "0,K.". If tho lettors "0,K." 
appear to the left of column (1) of NCR-309 opposite the 
farm numbor of NOR-325, dotcrmine whether such form is a 
duplicatc. Suspend Form NOR-325 if such form is a 
duplicatc, 
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b.. If an NCR-525 has been suspended, ocnter the lottor "S" 
in the column to. the left of column’ (1) of NCR-309 
on the line bearing the farm number of the NCR-325, 


: Romove the suspended NCR-3e5 from its placo in the lot 

he and»placo, ity.on. top-of, the, Lot. 

i 

| & If an NOR-325 was suspended in the Records Unit, determine 

7 Check of whether such suspension is warrantcd. If not, remove and 

| Records Unit's destroy the RF-4 upon approval of the person in charge cf 

» Suspensions the Examination Unit and enter "0, K," on NCR-309 to the left 


of the farm number on such NCR-&S5, 


Ps 
e 


Upon completion of checking the entries on Forms NOR-325 against 
the entries on NCR-309 both checking clerks shall initial 

and enter the. date in the spaces provided therefor in Section 
ITI of RF-10 and release the lot to the person designated to 
check the accuracy of entries on Forms NOR-225, 


II, Instructions to Checking Clerks. for Checking Entries on Forms NOR 
Be Sa ag ee ee ane ene ee CORRE Tee SUPREME oe eee a Sr ee ee eee eae 


1. Determine that the State and county code and the farm number 
have been entered in the upper right-hand corner. If am of 
such data are missing, obtain and entcr such data in the 
appropriate space. ; 


2 Make the following dotczminations with respect to Section I 
ip of NCR-325. 


f a. If entrics have been. made in column (b), determine that 
im ocection I] the farm is in the commercial corn-—producing area. 
Mm of NCR-325 


be If tho letters "N.A.", have been ontered in 1(b) and the 
entry 4a 2( py) ieeerooLom thenmus.0. acres, OF if an 
allotment has been cntered in 1(d), determine that an 
entry has been made in 3(b). 


c, If the letters "N.A.". have been entered in l(c) and 
the entry in 2(c) is greater than 8.0 acres, or if an 
allotment has been entered in l(c), determine that an 
entry has been made in 3(c). 


4. If entrics have beon made in column (d), detormine that 
the name of a type of tobacco has been entored in the 
heading of such column and that the applicable rate of 
payment por pound has been entered below the name of 
the typo of ptobacco.... The rates of payment are $0,008: for 
burloy, $0.014 for dark air-ccured, and $0.01 for cigar 
filler and. binder. 


Ge 
Section II 
of NCR-325 
section Iii 4, 
of NCR-325 

ay 


Section IV 
of NOR-325 


Ca 
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If an entry has been made in 1(d) or 2(d), determine 
that an entry has been made in 3(4d). 


If entries have been made in column (e), determine 
that the farm is in the commercial potato-producing 
area, 


If the farm is in the commercial potato-producing area 
and also in the commercial vegetable-producing area 
and no potato acreage allotment was established for 
the farm, determine that no entries have been made 

in column (e). 


If the entry in 2(e) is greater than 3.0 acres, or . 
if an entry has been made in 1(e), determine that an 
entry has been made in 3(e). 


If an entry has been mado in 1{f) or in 2(f), doter- 
mine that an entry has becn mado in 3(f). i 


If ontrics have been made in column (g), dotermine 
that the farm is in the commorcial vegetable-producing 
Ochs 


Make the following determinations with respect to Section I! 


of 


Determine that the entry, if any, in 4(>) is equal 
to the entry in Section I, item 1(g) of NCR-325. 


Determine that there is entered in 9(a), in the spaces 
below the practice nusbers in 8(a), tho number of 
units of cach practice. 


If the farm is in the wind crosion areca, determine that 
ontrics have beon mado in Soction III of NOR-325, 


Make tho following determinations with respect to Section IV 
of NCR-325,. 


a6 


De 


Detornine that a sorial number or an "X" has beon enterod 
above each porson's name in Section IV of NCR-325. 


Detormino that a percontago entry has beon made on Lines 
1 to 7, inclusive; in columns (e), (h), or (k), for each 
crop in column (a) for which an entry has been made in 
line 5 or line 8 in Section I of NCR-325, and that an | 
entry has been made on line 9 for one or more of such 
columns if an entry has been made in Section II, item 8(a). 


Release of 


Jip 


Forms NOR-325 


, er RIY-6 


Preparation 


Tv. 


(1) If no entries have been made on lines 1 to 7, 


inclusive, Yor omeline 9, in columns (e), (h), or (k), 


determine that an entry has been made on lino 11 
in each of such columns. 


ee ‘Determine that the sum of the percentage entries on cach 
line is equal to 100 percent. 


Upon completion of checking the entries on Forms NCR-325 for 
alot, enter in Section II of RF-10 the farm numbers of all 
suspended cases in the lot, and enter on the last line in 


Section II the total number of suspension. The chec} cine clerk 


shall affix his initials and enter the date in the spaces 
provided therefor in Section III and release the lot to the 
person designated to release transmittals, 


Instructions for Release of Transmittals of Forms NCR-325 


1. 


When all lots in a transmittal have been completed, the 
person designated by the person in charge of the 


Examination Unit shall prepare RF-3 for the transmittal. 


Release all suspended cases in the transmittal to the 
Clearance Unit, together with the second eony of Ei-s, 
Obtain the signature of a representative of the Clearance 
Unit on the original of RF-3. Release the Forms NOR-325 
which were not suspended to the Computation Unit, together 
with the first copy of RF-3,. Obtain the signature of a 
representative of the Computation Unit on tho original 

of RF-3 and send the original RF-3 to the record clerk 

in the Records Unit. 


Instructions to File Clerks for Matching Forms NOR-325 with 


1. 


Forms NCR-326 and NC! NCR-3274 


Upon receipt of the State office copies of Forms NOR-325 
from the Computation Unit, stamp such forms "Original 
forwarded to GAPO," and file such forms in minor civil 
division and farm number order by county. 


Upon receipt of Forms NOR-326 and NCR-327A from tho Records 
Unit, attach thereto the Forms NCR-325 boaring the farn 
numbers listed on the Forms NOR-326 and NCR-327A, 


rar) 


» Prepare RF-6 ‘and file such RF-6 in place of each 
NGR-325 removed from the filo if the NCR-325 will be 
necded in checking another application for payment. 
Do not prepare RF-6 in those cases where - 


(1) Only one name appears on NCR-325, or 
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(2) Where, for each person whose name appears on 
NCR-325 other than the applicant on the 
application for payment in connection with 
which the NOR-325 is being withdrawn, an "X" 
rather than a serial number has been entered 
on NCR-325 or a lot number has been entered 
above the serial number on NCR-325, or the 
serial number is under 7000 and no amount 
has been entered in Section IV, line 14 of 


NCR-325, 

bo. If an NCOR-325 has beon replaced by an RF-6, prepare 
Preparation and attach RF-15 to the application. 
of RF-15 


c. If neithor NCR-325 nor RF-6 is in the filo, deter- 
nine from the record clerk in tho Records Unit 
whether the NCR-325 has been received in the State 
office. 


(1) If such NCR-325 has beon reccivod, obtain such 
form aftcor it has been approved in accordance 
with instructions in this Part II. 


(2) If such NOR-325 has not been recoived, prepare 
‘and attach RF-4 to the application, indicating 
thoreon that NOR-3e5 has not been recoived in 
the State office. 


3, After Forms NCR-325 or RF-15 have been attached to the 
propor Forms NCR-326 or NCR-327A, release all such forns | 
togethor with RF-10 to porsons designated to chock 
ontries on applications for payment against entries on 
NOR-325. 


4, When Forms NOR-325 are received from the checking clerk 
in the Examination Unit, determine from an examination 
of Section IV of such forms whether such form will be 
needed in checking additionel applications for payment. 
An NCR-325 will be needed in checking additional appli- 
cations for payment unless, for each person whose name 
appears thereon, an "X" rather than a serial number has 
been entered on NCR-325, or a lot number has been 
entered above the serial numbers on NCR-325, or the serial 
number is under 7000 and no amount has been entered in 
Section IV, line 14 of NOR-325. 


a. If an NCR-325 will not be needed in checking 
additional applications for payment, forward such ( 
NCR-325 to the Statistics Section. 


Ve 


Checking Forms 
NCR-326 and. . 


NCR-327 against ° 


NCR-325 
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b. If an NOR-325 will not be necded in checking additional 
applications for payment, replace: such NCR-325 in the 
filo'and romove the RF-6 for such NOR-325, The cntrics 
on the RF-6 for such NCR-325 shall be doloted in order 
Lae the RF-6 may be used again. 


DRE nies to aneoet as Clerks for Ohecking Entries on 
Forms NCR-3e6 and NCR-327 Against Entrios on Forms NCR-325 


and NOR-327A. . +. 


Two clerks working together shall check the following 


entries on Forms NCR-326 and eck against the entries on 
Forms NCR-325,. 


1. 


Se 


Cheek the scrial number in the upper right-hand corner 
against the scrial number entered above the applicant's 
name in Section IV of NCR-325, Correct the serial number 
if necessary. . 


Check the farm number in the upper right-hand corner 
against the farm number in the upper right-hand corner 


of NCR-325. Correct the farm number if necessary. 


| Section II of NCR-326 and Section I of NOR-327 - 


a. Check entrics in the headings of the columns 
against the corresponding columns on NCR-325. 


b. Check lines 1, 2, and 3, columns (5), (aie ae 
(ce), (£), (g), (h),. (2), and (j) against tho 
corresponding lines and coum s of Section I 
of NGR-325, : 


c, Check lino a ba ae ee Kane Cd) > Coli 
(aie (ase G3), and Ck) against the ontries in 
column (e), (h), or (x), above whichever column 
the name of the applicant has been entered, 

‘and on the line on which the name of the crop 
has been entered in Section IV of NCR-325. 


(1) If no entries have been made on line 4 
except in column (i), determine that such 
-onbry is equal to the entry on line 11, 
column: (eo) ,.(h),~0r. (x), Section IV of 
NCOR-325, above whichever column the name 
of the applicant has been entered. 


De 


oat at 


Section IIT of NOR-B26 and Section II of NOR-327 - 


a. Check lind-1 weet Seotion LI, item 10>} 
of NOR-325. ; ers 


db. Check line 2 pene Section Il, item 3(») of 


7 genres Hsariohrees : ae x“, ; a 


c. Check line 3 peer Section tt, ttom 4(b) of 
Gb tales . 


ees Ghoéke has 4 cam Section LIT, item 5(b) of ° 


NCR-325. 


‘e. Cheek lines 5 and 6 against the entries in 


Section IT, linés 8 ee oF iacaterete of 
NCR~325. 


f, Check line 7 against Section I, item 6(j) of 


NCR-325. 


g. Check line 8 against Section III, item 1(b) of 
NCR-3e5, 


h, Check line 9 against Section rIT, item 2(b) of 
NCR-325, 


i. Check line 10 against Section it, item 3(b) of 
NCR-325. 


Section IV of NCR-326 - 


a. Check item l(c) against Section IV, line 14, 
column (ad), (g), or (j), above whichever column 
the name of the applicant has been entered. 
Correct such entry if necessary. 


bd. Check the rate of deduction for county association 
expenses as entered in item 2(a) against the rate 
for such county. Correct such entry if necessary. 


c. Determine that the name and address of the applicant 
as printed in item 6(a) is the same as that printed 
in Section IV of NCR-325 below the proper serial 
number. 
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Séction III of NCR-Ze7 - 


a Check the entry for the "Payment" column, line l, 
against Section IV, line 14, column (4d), (g), or 


(j) of NCR-325, above whichever column the name of the 


applicant has been entered. Correct such entry if 
neccessary. 


b. Check the entry for tho "Deduction" column, linc l, 
against Section IV, line 12, column (f), (i), or 
(1) of NOR-325, above whichever column the name of 
the applicant has been entered. Correct such ontry 
if necessary. 


c. Determine that the name of the applicant as printed 
in item 3 is the same as that printed in Section IV 
of NCR-325 below the proper serial number. 


Section V of NCR-327A - 


a. Check the State and county code and serial number 
in the upper right-hand corner against the State 
and county code on NCR-327 and determine that the 
same serial number has been entered on each NCR-327, 
Correct tho serial number if necessary. 


bd. For cach farm number on NOR-327A in column (a) - 


-(1) Check the entry in column (b) against the 
entry in the payment box, Section III, item l 
of NCR-327. Correct such entry if necessary. 


(2) Check the entry in column (c) against the 
entry in the deduction box, Section III, item 1 
of NOR-327,. Correct such entry if necessary. 


(3) Cheek the entry in column (e) against the entry 
below the deduction box, Section III, item 2 of 
NOR-327. Check the name and address of each 
assignee listed in column (g) against the name 
and address of such assignee in Section III, 
iteni2 of NCR—-327. 


é, Cheek the rate of deduction for county association 
expenses as ontcred on line 3 against the rate for 
such county. Correct such ontry if necessary. 


VI. 


Changes on 
Forms NCH-326, 
NOR-327, and 
NCR-327 A 
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ad. Determine that the name of the applicant as entored 
in linc 7 is the same as that of the applicant 
entered in Section III, item 3 of cach NCR-327. 


8. Upon comPletion of the checking of the entrics on all 
forms NCR-326 and NCR-327 in the lot against the cntrics 
on Forng NCR-325 and the checking of the entries on Forms 
NCR-8274 against the entries on Forms NCR-327, sign and 
enter the date in the space provided for the exanining 
clerk in Section III of RF-10 and release the lot to the 
person designated to examine Forms NCR-326, NOR-327, and 
NCR-327A, 


Instructions to Examining Clerks for Examination of Forms 


NCR-326, NCR-327, and NCR-32e7A 


Make the following determinations in connection with 
Forms NCR-326, NCR-327, and NOxr-3e7A; 


1. Determine that all corrections on NOR~-326, NCR-327, or 
NCR-227A other than corrections in items which are the 
results of computations, have been initialed by the 
menber of the county committee who certified the appli- 
cation for payment. 


2. Determine that no deletion has been made in any printed 
matter on NOR-326, NCR-327, and NCR-327A, 


3. If the style of the printed name or the address of an 
applicant has been changed in Section IV of NCR-326 or 
in Section V of NCR-327A, determine that the change has 
been initialed by the member of the county committee who 
signed the certification of county committee on such 
form. For example, if the name "J. H. Doe" was printed 
on an NCR-326 and such name was changed to "John H, Doe," 
such change must have been initialed, When such a change 
has been made and initialed on an NCR-326 or an NOR-327A, 
the same change must be made on the State office copy 
of such form, If the difference betweon the name of the 
applicant as originally printed and the signature of the 
applicant would not be acceptable in accordance with 
paragraph 5 of this Section VI, prepare and attach a 
memorandum addressed to the chief of party of the General 
Accounting Preaudit Office for the signature of the 
certifying officer, stating that according to the records 


of the State office the name of the applicant as it appears 


on the application for payment is correct and that the 
applicant's name on the farm computation sheet should be 
corrected accordingly. 


Date 


Acceptable 
Signatures 


Signatures 
Not Acceptable 


Printed Nane 


“Tom Welsh 


> hz 


Deternine that a date has been entered in the space 
provided therefor in Section V of each NOR-326 and 
in Section VI of each NCR-3e7A, 


Determine that acceptable signatures have been affixed 


in Section V of each NCR-3226 and in Section VI of each 
NCR-327A, The signature of the applicant in Section V 
of NCR-326 or in Section YI of NCR-Z27A shovld be in 
the same style as the printed name of such applicent. 
However, if any of the following examples of diffcrenco 
between printed names and signatures appear on an 
NCR-326 or an NCR-227A, such form need not be suspended. 


Signature 


J. Doe John Doe or 
Jno. Doe 
John Doe Jno, Doe oF 


John A, Doe 


Mrs. Sarah Smith Sarah Smith 


Jones and Smith 
by John Smith, a 
partner 


Jones and Smith, 
& partnership 


John Doe, Adm. of 
the Estate of 
Richard Roe, Deceased 


J. Doe, Adm. of 
R, Roe Estate 


Jos Willington Joe Willington 

If any of the following examples of difference between 
typed names and signatures appear on an NCR-326 or an 

NCR-327A, such form shall be suspended. 

Printed Name Signature 
J. Doe or 
Je Ae Doe 


John Doe 


Mrs, Mary Smith or 


Mrs. John Smith 
Mary Smith 


Jones and Smith John Smith 


Ton Welch 


Signatures in 
Individual 
Capacity 


Signatures of 
Representatives 


Pee ba 


The signature of a person who signs an application for 
payment in his individual capacity should be in the style 
in which he customarily signs business docunents; Letey 
"John H, Doe" or "John Doe." The signatures of cosigners 
on applications for paynent should be in the style in 
which they customarily sign business documents. The 
application for payment should be signed by each cosigner; 
i.de; 'Sohh HY Doc," “Harry Doe." The signature of a 
sole proprietor on an application for payment on behalf of 
a business owned or controlled by him should reveal the 
name of the company which he is operating followed by his 
name and the words "Sole Proprietor;"i.e., "X¥2 Company 
by John H, Doe, Sole Proprietor." 


If the signature of an applicant in Section V of an 
NOR-326 or in Section VI of an NCR-327A is that of a 
person acting in a representative or fiduciary capacity, 
such person should disclose in his signature the name of 
the principal for whom he is acting and the capacity in 
which he is acting, In the case of an agent representing 
an estate or the heirs of an estate, his signature may be 
regarded as acceptable if followed by the words "Agent 
of the Estate of , deceased" or "Agent for the heirs — 
of , deceased.” The following are exenples of 
acceptable signatures of persons acting in representative 
or fiduciary capacities. 


a <An agent. 


(1) John H, Doe by Richard Roe, Agent. 

(2) Jones and Smith, a Partnership, by Richard Roe, 
Agent. 

(3) ABC Company by Richard Roe, Agent. 

(4) John Doe, Agent for the heirs of Richard Roe, 
deceased. 


b. An executor. 
Example: John H, Doe, Executor of the Estate of 
Richard Roe, deceased. 


c, An adninistrator. 
Exenple: John H, Doe, Administrator of the Estate 
of Richard Roe, deceased. 


eu as 


d. A guardian or committee. | 
Example: John H, Doe, Guardian (or Committee) of the | 


Estate of Harry Roc, Minor (or Inconpetont). 


e, A receiver or liquidator. 


Example: John H, Doe, Receiver (or Liquidator) of 
ABC Company, Inc. 


Signature 
by Mark 


Address 


Style of 
Name 


RF-2 
Attached 


8. 


Je 


10. 


ids 


“18, 


Fes pASUITUSULGE. 
Example: John H, Doe, Trustee for the Heirs of 
Richard Roe, deceased. 


.g, «A State, county, or municipal officer. 


Example: Douglas County, Michigan, by John H, Doe, 
County Commissioner, 


h, <A member of a partnership. 
Example: Smith and Jones, by John Smith, a Partner. 


i.e An officer of a corporation. 
Example; ABC Company, Inc. by Richard Roe, President. 


Determine that there is a signature in Section VI of 
NCR-Z26 or in Section VII of NCR-327A4 and that such 
Signature is not that of the applicant who signed such 
forn. 


If the signature of any applicant was affixed by mark or 

in other ‘than English script, determine that such signature 
has beon witnessed by at least one disinterested person 
whose signature is in English script, in the orriginal, and 
handwritten. 


Determine that the address of the applicant is entered in 
Section IV of NCR-326 or in Section V of NOR-327A and 
that such address is an adequate mailing address. 


Determine the style in which the name of the payee should 
appear on the check issued as payment under NCR-326 or 
NCR-327A. Clerks preparing Forms NCR-326 and NCR-327A 
have been instructed to print the name of the applicant 
in the style in which such name .should appear on the 
check, However, if the applicant did not sign in exactly 
the same style as his name was printed on NCR-326 or 
NCR-327A, and his signature is acceptable under the 
instructions of this Section VI, or if the name of the 
applicant was not printod in the style in which such name 
should appear on the check, print the name of the payee on 
a slip of paper and staple such slip of paper to NCR§326 
or NCR-327A over the printed name of the applicant, or 


Wherever possible, bracket that portion of the printed name 


which should not appear on the check, 


If RF-2 is attached to NCER-326 or NCR-Ze7A, refer the 
case to the person in charge of: the Application for 
Payment Section or to another authorized person for a °° 
deternination as to whether the county committee was 
justified in not making-a set-off. 


Pig We -e'= 


13, If a set-off has been made on NCR-326 or NCR-327A 
for an indebtedness which arose out of other than a 


Set-off "1940 Crop Insurance Premium Advance" or a "Grant of 
Cases Aia" prepare and attach RF-4 to such NCR-326 or NOR-B27A, 

14, If RF-13 is attached to NCR326 or NOR-227A, determine 
RF-13 whether the applicant is an individual, partnership, oF 
Attached estate. 


a. If the applicant is an individual, partnership or 
estate and item (a) of RF-13 is not checked, handle 
NCR-326 and,NCR-227A in the regular manner, Remove 
and destroy RF-13, 


b. If the applicant is an individual, partnership, or 
estate and item (a) of RF-13 is checked, handle 
NCR-326 and NOR-327A in the regular manner. Do not 
remove RFH13 from such NOR=-326 or NOR-327A, 


c, If the applicant is other than an individual, par tner- 
ship, or estate and item (a) of RF-13 is checked but 
item (b) is not checked, handle NOR-326 or NCR-327A 
in the regular manner. Do not remove RF-13 from such 
NCR-326 or NOR-327A, Ai 


d, If the applicant is other than an individual, partner- 
ship, or estate and item (b) of RF-13 is checked, pre- 


pare and attach RF-4 to such NCR-3c6 or NCOR-327A, 
Do not remove RF-13 from such NCR+326 or NCR-327A, 


15. Upon comDletion of the examination of an NOR-326 or 
an NCR-327A, initial such NCR-326 or NCR-3e7A, 


a. Initial Forns NOR-326 in the lower right-hand corner 
of Section VI. | 


>, Initial Forms NCR-3274 in the lower right-hand corner 
of Section VII. 


c. Do not initial suspended Forms NOn-326 and NCOR-327A 
but sign the RF-4 attached thereto. { 


16. Upon completion of the examination of the Forms NOu-326 
and NCR-327A in a lot, sign and enter the date in the 
spaces provided therefor in Section III of RF-10. Place : 
all suspended Forms NCR-326 and NCR-327A on top of the 
lot and release the lot to a review clerk. 


oy ie, 


VII, Instructions to Review Clerks for Review of Forms 
NCR-326 and NCR-327 
Revi ew 

1. Upon. receipt of a.10t examine all suspended cases in the é 
lot following the instructions to examining clerks as 
set forth in Section VI of this Part II to determine 
whether the suspension of such cases is warranted, If 
doubt arises relative to the suspension of any case, 
consult the person in charge of the Examination Unit, 


- 15 - 


If the suspension of an NOR-3e6 or NOR-327A is not 
warranted, remove RF-4 and place such NCR-326 or 
NCR-327A in its proper place in the lot. Initial the 
NCR-326 or NCR-327A as provided in paragraph 15 of 
section VI of thie Part IT. If the suspension is 
warrantod, initial RF-4 beneath the signature of tho 
examining clork. 


&. Examine all other Forms NCR-326 and NCR-3e7A in tho 
lot following the instructions to examining clerks 
set forth in Section VI of this Part II. Determine 
whether any of such cases should have been suspended. 
Determine that the nane of the payee has been clearly 
designated on NOR-326 and NOR-3e7A, Correct such 
designation if necessary. Initial each approved HCn-326 
or NOR-327A immediately to the left of the initials of 
the examining clerk. 


3. Upon completion of the rovicw of all Forms NOR~326 and 
NCR-327A in the lot, enter in Section II of HF-10 the 
serial numbers of all susvended cases in such lot, and 
enter on the last line in Section II of RF-10 the total 
number of suspended cases in the lot. VFPlace all 
suspended cases on top of the lot, sign and enter the 
date in the spaces provided therefor in Section III of 
RF-10, and release the lot to the person designated to 
release transmittals of Forms NCR-326 and NCR-327A, 


VITi, Instructions for Relcase of Transmittals of Forms NCR-326 and 
NCR-B27A 


1. When the examination of all lots in a transmittal of 
Forms NOR-Ge6 and NCR-327A has been completed, the person 
designated by the person in charge of the Examination 
Unit shall prepare RF-3 for the transmittal. 


2, Release all suspended cases in the transmittal, including 


Release of the State office copies of such suspended cases, together 
Forms with the second copy of RE-3, to the Clearance Unit. 

NCR-326 and Obtain the signature of a representative of the Clearance 
NCOR-327A Unit in the space provided on the original RF-3. Release 


all approved Forms NCR-326 and NCR-227A in the transnittal, 
together with the related Forms NCR-327 and the first copy 
of RF-3 and the EF-10, to the Payment Schedule Unit, 
Obtain the signature of a representative of the Payment 
Schedyie Unit in the space provided on the original 

of RF-3 and send such original RF-3 to the record clerk 

in the Records Unit. Return the State office copies of 
approved Forms NCR-326, NCR-327, and NOR-327A to the file 
clerk in the Records Unit. 
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Personnel 


Negative 
Numbers 


Fractions 


Idle Farns 


NCR=State 308 (II) Issued June 27, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART III, COMPUTATION UNIT 


The personnel of the Computation Unit shall consist of 
review clerks, 


Whenever a computation results in a negative number, deter~- 
mine that zero (0) and not the negative number has been entered. 
For example, if 67.5 is to be subtracted from 46.5 a zero (0) and 
not the negative number (-21.0) should be entered. 


Except as otherwise provided herein all computations shall 
be carried to four decimal places and rounded to two decimal places. 
If the computation results in a number which contains more than 
four decimal places disregard all figures beyond the fourth decimal 
place. In rounding nunbers to two decimal places fractions anount- 
ing to fifty ten-thousandths (0.0050) or less shall be dropped and 
frections amounting to fifty-cne ten-thousandths (0.0051) or more 
shall be considered as a hundredth of a unit. For example, if the 
result of a computation is 


(a). 8.4750, enter 8.47. 

(b) 8.4751, enter 8.48, 

If the word "idle!! has been entered below the State and 
county code and farm number on NCR-325, determine that no con- 


putations have been made with respect to columns (b), (c), ia. 
(e), (f), and (z) of Section I, since no payment other than 


 goil-building ond restoration land paynents will be node with respect 


Corrections 


Section I 
of NCR-325 


to any farm which is idle in 1939. 


In naking corrections on farm conputation sheets or appli- 
cations for paynent draw a line through the incorrect entry and 
insert the correct entry in the nearest available space. Lae, 
large number of errors is found refer the form to the person in 
charge of the Computation Unit so that a new form may be prepared. 
Prepare and attach RF-4 to the form on which the computations 
were corrected indicating therein the nature of the error, When 
all computations on a lot of forms have been reviewed, Forms 
RF-4 should be removed and transmitted to the Clearance Unit, 


0 Instructions to Review Clerks for Reviewing Computations 
on NCR-325, 


oes Review the computations with respect to Section 1 of 
NCR-325 as follows: 


Ce 


Biya 


a. Column (b) - Corn, 


(1) 


(2) 
(3) 
(4) 


(5) 
(6) 


If the letters "N,A." have been entered in item 
1(b) determine that no computations have been 
made in column (b) unless the entry in item 2(b) 
is in excess of 8.0, 


Obtain 4(b) by multiplying 3(b) by $0.09. 
Obtain 5(b) by multiplying 1(b) by 4(»). 
Obtain 6(b) by subtracting from 2(b) the 
entry in 1(b). If the letters "N,A." have 
been entered in 1(b), obtain 6(b) by sub- 
tracting 8.0 from 2(b). 

Obtain 7(b) by multiplying 3(b) by $0.40. 


Obtain 8(b) by multiplying 6(b) by 7(d). 


b. Column (c) = Wheat 


(1) 


(5) 
(6) 
Column (4) 


(i) 


(2) 
(3) 


If the letters "NA." have been entered in 
iten l(c), determine that no conputations have 
been made in column (c) unless the entry in 
item 2(c) is in excess of 8.0. 

Obtain 4(c) by multiplying 3(c) by $0.17. . 
Obtain 5(c) by multiplying 1(c) by 4(c). 
Obtain 6(c) by subtracting from 2(c) the 
entry in l(c). If the letters "N,A." have 
been entered in 1(c), obtain 6(c) by sub- 
tracting 8.0 fron 2(c), 

Obtain 7(c) by multiplying 3(c) by $0.50. 
Obtain 8(c) by mltiplying 6(c) by.7(c). 


- Tobacco 


Obtain 4(d) by multiplying 3(a) by the rate 


entered in the heading of column (4), 
Obtain 5(d) by mltiplying 1(a) by A(a). 


Obtain the entry for 6(d) as follows: "Subtract 
from 2(d) the entry in 1(da). If the result of 
such subtraction is 10 percent or less of 1(a), 
enter such result in 6(d). If the. result of 


(4) 


(5) 


.guch subtraction is more than 10 percent of 
1(a), enter in the left half of 6(a) 10 


percent of 1(d)(expressed in hundredths 

of an acre) or one-tenth of an acre, whichever 
is larger. Enter to the right of such figure, 
separated by a dash, the result obtained by 
subtracting the entry in the left half of 

6(a) from the result obtained by subtracting 
from 2(a) the entry in 1(d). When two entries 
are made in 6(d) the sum of such entries must 
equal the result obtained by subtracting from 
2(d) the entry in 1(d). 


Obtain the entry for 7(d) as follows: If one 
entry has been made in 6(d) enter in 7(d) the 
result obtained by multiplying 3(d) by $0.02, 

If two entries have been made in 6(d) enter in 
the left half of 7(d) the result obtained by 
multiplying 3(d) ty $0.02 and enter to the right 
of such figure, separated by a dash, the result 
obtained by multiplying 3(a) by $0.08. 


Obtain the entry for 8(d) as follows: If one 
entry has been made in 7(a) enter in 8(da) the 
result obtained by multiplying 6(a) by 7(d). 

If two entries have been made in 7(d) enter in 
8(d) the sum of the results obtained by mlti- 
plying the entry in the left half of 6(a) by the 
entry in the left half of 7(da) and the entry in 
the right half of 6(d) by the entry in the right 
helf of 7(a). 


Column (e) — Potatoes 


(1) 
(2) 


(4) 


Obtain 4(c) by multiplying 3(e) by $0.03. 

Obtain 5(e) by multiplying l(e) by 4(e). 

Obtain the entry for 6(e) as follows: If an 
entry other than zero has been made in 1(e) 
enter 2(e) minue l(e). If no entry other than 
zero has been made in 1(e) enter 2(e) minus 3.0. 


Obtain 7(e) by multiplying 3(e) by $0.30. 


Obtain 8(e) by multiplying 6(e) by 7(e). 


Column (f) - Cotton 


(1) 


If the word "Cotton" has been stricken from 
the heading of column (f) and the name of a 
type of tobacco entered in lieu thereof, 


(2) 
(3) 
(4) 


(5) 
(6) 


as egy, 
computations with-respect to column (f) shall 
be made in accordance with the instructions for 
naking computations with respect to column (4d). 
Obtain 4(f) by multiplying 3(f) by $0.02 
Obtain 5(f) by multiplying 1(f) by 4(f). 


Obtain 6(f) by subtracting from 2(f) the entry 
THR LOE) « 


Obtain 7(f) by multiplying 3(f) by $0.04, 


Obtain 8(f) by multiplying 6(f) by 7(f). 


Column (g) = Commercial Vegetables. 


(1) 
(2) 


(3) 


Obtain 5(g) by miltiplying 1(g) by 4(g). 


Obtain 6(g) by subtracting fron 2(g) the larger 
of 1(e) and 3.0 acres. 


Obtain 8(g) by multiplying 6(g) by tle). 


Column (h) - General 


(1) 


(2) 


(4) 


(5) 
(6) 


Obtain 1(h) by subtracting fron 1(i) the sun of 
the entries in 1(b), 1(c), 1(a), 1(e), 1(f), 
1l(g), and the entry for sugar beets in the 
heading of colunn (h). 


Obtain 4(h) by nultiplying 3(h) by $1.10. 


If the letters "N,A," have not been entered in 
1(h) obtain 5{h) by multiplying 1(h) by 4(n), 
If the letters "N,A." have been entered in 
1(h) make no entry in 5(h). 


If the letters "N.A." have not been entered in 
1(h) obtain 6(h) by subtracting fron 2(i) the 
sum of the entries in 1(i), 6(b), 6(c), 6(a), 
6(e), 6(f), and 6(g). If the letters "N.a," 
have been entered in 1(h) obtain 6(h) by sub- 
tracting from 2(i) the sum of the entries in 
1(f), 6(b), 6{c), 6(d), 6(e), 6(f), 6(z), and 
20.0 acres. 


Obtain 7(h) by mltiplying 3(h) by $8.00, 
For farms in States other than Nebraska and 


South Dakota, obtain 8(h) by multiplying 6(h) 
by 7(h). For farms in Nebraska and South 


—_— 


Section II 
of NCR-325 


Section III 
of NCR-325, 


=~ 5 ix 


Dakota the entry for 8(h) will be the entry 
in 6(h)-times 7(h) plus the sum of the entries 
in Section Il, column (c). 


ane the Peer mes with respect to Section II of 
NCR-325 ag follows: - 


a. Column (b) - Acres or units 


(1) 


(2) 


Obtain 2(b) by subtracting from 1(b) the 
entry in Section I, item 1(i). 


Determine that the entry in 9(b) is equal to 
the gum of the entries on line 9, in column (a). 


db. Column (c}) - Amount 


(1) 
(2) 


(6) 


Bie 
(8) 


Obtain 2(c) by multiplying 2(b) by $0.50. 


Obtain &(c) by multiplying 3(b) by the county 
rate of payment for noncrop open pasture. 


Obtain 4(c) by miltiplying 4(b) by $0.70. 


Obtain 5(c) by multiplying 5 5(b) by “$2.00; 


If the letters "N.A." have been entered in 
Section I, item 1(h), obtain 6(c) by multiply- 
ing Section I, item 1(h) by Section I, item 4(h), 
If the letters "N.A." have not been entered in 
Section I, item 1(h), determine that no entry 
has been made in 6(c). 


Obtain 7(c) by adding 2(c), 3(c), 4(c), 5(c), 
and 6(c). 


Obtain 9(c) by multiplying 9(b) by $1.50. 


Enter in 10(c) the smaller of 7(c) and 9(c). 


Review the computations with respect to Section III of 
NCR-325 as follows: 


a. Obtain l(c) by multiplying 1(>d) by $3.00. 


b. Obtain 2(c) by multiplying 2(b) by $3.00. 


c. Obtain 3(c) by multiplying 3(b) by $1.00, 


Review the computations with respect to Section IV of 
NCR-325 as follows: 


Section IV 
of NCR-%25 


cic 


a, ‘Obtain the total of all payment entries in 


Sec¢tion I, line 5 and in Section II, item 
10(c) and obtain the total of all deduction 
entries in Section I, line 8. Obtain the 
difference between the total for payment 
entries and the total for deduction entries. 


(1) If the total of the payment entries is 

larger than the total of deduction entries 
. determine that the difference acrees with 
the entry in Section IV, item 11(b). 

(2) If the total of the deduction entries is 
larger than the total of the payment entries 
determine that the difference agrees with 
the entry in Section IV, item li(c). 

Payments and deductions to applicants. 

(1) Obtain 1(d) by multiplying 1(b) by 1(e). 

(2) Obtain 1(f) by multiplying 1(c) by 1(e). 

(3) Obtain 1(g) by multiplying 1(b) by 1(h). 

(4) Obtain 1(i) by miltiplying 1(c) by 1(h). 

(5) Obtain 1(j) by multiplying 1(b) by 1(xk). 

(6) Obtain 1(1) by multiplying 1(c) by 1(k). 

(7) Obtain the entries for lines 2 to 8, inclusive, 
in columns (d), (f), (e), (4), (3), ana (2) am 


the same manner as that employed in obtaining 
the entries for line 1, 


(8) Obtain 9(a), 9(g), and 9(j) by multiplying 
9(b) by 9(e), 9(h), and 9(k), respectively. 


(9) Obtain 11(d) by subtracting from 10(d) the 
entry in 10(f). 


(10) Obtain 11(f) by subtracting from 10(f) the 
entry in 10(d). 


(11) Obtain 11(g) by subtracting from 10(g) the 
entry in 10(i). 


(12), Obtain 11(i) by subtracting from 10(i) the 
entry in 10(g). . 


(13) 
(14) * 


(15) 


(16) 


7) 


(18) 


ba Giles 


Obtain 11(j) by subtracting from 10(j) the 
entry in 10(1). 


Obtain 11(1) by subtracting from 10(1) the 
‘éntry in.10(j). 


If the division of payments with respect to a 
farm is the same for all crops, soil-building 
practices, and the restoration land goal, 

there will be no percentage entries in columns 
(e), (hy), “and* (x) except on line 11. In such 
cases it will not be necessary to obtain 
entries for lines 1 to 10, inclusive, in columns 
(aye e heey, OC), (i), end (1). For such 
Cases, obtain 11(a), 11(g), and 11(j) by mlti- 
plying 11(b) by 11(e), 11(h), and 12(k), 
respectively, and obtain 11(f), 11(i), and 
11(2) by mailtiplying 11(c) by 11(e), 11(h), and 
11(k), respectively. 


If not more than two persons have an interest in 
the farm 


(a) Obtain 12(a) by subtracting from 11(d) the 
entry in 11¢i). 


(b) Obtain 12(f) by subtracting from 11(f) the 
entry in 11(g). 


(c) Obtain 12(g) by subtracting from 11(g) the 
entry in 11{f). 


(a) Obtain 12(i) by subtracting from 11(i) the 
entry in 11(d). 


If more than two persons have an interest in 
the farm and entries appear in line 11 only 
in the payment columns or in line 11 only 

in the deduction columns for all persons 
determine that the entries for each person 
have been transferred from line 11 to line 12, 


If more than two persons have an interest in the 
farm and entries appear in line 11 in both payment 
columns and deduction columns, proceed as follows: 


(a) If an entry has been made in 11(b), divide 
11(b) by the sum of 11(a), 11(g), and 11(j). 
The factor so obtained shall be carried to 
six decimal places and rounded to four 
decimal places. Such factor should appear 
in the space provided therefor in 12(a), 


. 
er oss 


Obtain the entries for 12(d), 12(g), 
and 12(j) by multiplying the entries in 
11l(d), ll(g), and 11(3) by this factaes 


(bd) If an entry has been made in 1l(c) divide 
1l(c) byuthe-sum of 11(f), 11(1), and ae 
The factor so obtained shall be carried to 
six decimal places and rounded to four 
decimal places. Such factor should have 
been entered in the space provided therefor 
in 12(a).. Obtain the entries for 12(f), 
12(i), and 12(1) by multipiying 11(f)y ae 
and 11(1) by this factor. 


(19) Obtain the entries for 13(d), 13(g), and 13(j) 
from the following table of payment increases: 


a 1G 


TABLE OF INCREASE IN SMALL PAYMENTS 


ae Peer en amounting to. ANC CHES sOT less shall be increased to 
1.00 


2. Any payment amounting to 72 cents or more shall be increased in 
accordance with the following schedule. 


Amount of » Increase i. Anount of Increase 
Feyment Computed ‘in Payment : Payment Computed | iin Payment 
20,72 to $0.73 : $0.29 $ $27.00 to 27.99 er cree 
ee 30 2 28,00 to 28.99 : 9.60 
mcs. 78 | ma SB eece tO. 29.09.) 9.80 
a 32 Pe Pa eOO tee A089 ote (10.00 
-82 to .83 : 33 * 61.00 to, 31.99 1 10,20 
wea to 86 | 34 ee CO mom seess fe 610,40 
m7 tO) 688 (25k lee, OO eco, ). | 1060 
eA eae am Bele = 34.00 to 34,99 : 10,80 
Poete. 93: 237 Cea tO 2d 1.00 
ae ae . 38 * $6.00 to 36.99° ! 11.20 
BBO) 698.5 rec comahe sip IS LOWE Ree: en otamaaan 
poo to 1.99 Fee ee oO. yee 11400 
2.00 to 2.99 : 80 # 39.00 to.69.99 —: 11.20 
3.00 to 3.99 : wedge ae to OO re 40.09 5 22700 
4.00 to 4.99 : 1,60 he Al OO, toned oee le L216 
S.00 to 5.99 ; 200. $ 42,00 to 42,99 :° 12,20 
6.00 to 6.99 : 2.40 » 48,00 to 43.99 : 12.30 
7.00 to 7.99 : 2.80 tae 44500) +0. 44.99: 12.40 
8.00 to 8,99 : 3.20 ba COO COA IS ee le. DU 
9.00 to 9.99 : 3.60 « 46,00 to 46.99 : 12.60 
10.00 to 10.99 : 4.00 Fie HOO, EO As OF at tee Les 10 
Peo. to 11,99 .: 4,40 ak ent 45.99, wie pec. 80 
12.00 to 12,99: ! 4,80 * 49,00 to 49.99 : . 18,90 
13.00 to 13:99 : 5.20 BOO Topo + 25.00 
14,00 to 14,99 : 5.60 folie SEN a EO IO le on hhh 
Boroortor 15.99": 6.00 be. 00, fo0 62.99 23.20 
He200 to 16,99 : 6.40 (SOO na ea.07 « 13.00 
17,00; to. 17.99. .: Be Oat eee OO EOS. La 18, At) 
18,00 to 18.99 } 7.20 oo TaD O0. £0, Docs Cie at. DO 
19,00 to 19.99 : 7.60 Sp B6.00 to So.ges LG, EU 
20.00 to 20.99 : 8.00 ee WO IO LO IG, ts 18.70 
pied to. cl.99..; 8,20 ud G ie D0 ihe DIF ete) LoeBO 
22.00 to 22.99 ;: 8.40 OO TOACe.oU ala. eG 
23,00 to 23.99 ;: 8.60 Smee OO TOGs.9o ke Le 00 
24.00 to 24.99 : 8.80 «186,00 to199.99 . : 1/ 
25.00 to 25,99 9.00 " 200,00 and over nel 
26.00' to 26.99 9.20 ; 


1/ tine to $200, 00 2/ No incre increase 


De 


Data for Deter- 
mining Rate of 
Deduction for 
Association 
Expenses. 


Rao) a 


(20) Enter in 14(a), 14(z), and 14(3) the sum of the 
entries in 12(d) and 13(d), 12(g) and'13(¢) and 
12(j) and 13(j), respectively. | 


If the rate of deduction for county association expense has 
not been determined, a slip of paper shall be prepared for 
each lot after the review of the computations for all Forms 
NCR~325 in the lot has been completed. Such slip of paper 
should be filed in the Computation Unit. after the following 
pire has been entered thereon: 


a. The total number of Forms og eae in the Lot. 


be. The total increased payments for the lot obtained 
by adding the entries in Section IV, line 14 for all 
Forms ‘NCR~325 in the lot. 


e. The total adjusted deductions for the lot for multiple 
applicants obtained by adding the entries in Section IV, 
items l2(f), 12(i), end 12(1) for all multiple applicants 
whose names appear on Forms NCR-325 in the lot. <A mul- 
tiple applicant is one above whose name there is a serial 
number in the 7000 series. 


qd, ihe invviave cr the review clerk who prepared such slip 
of paper. 


Upon completion of the review of Forms NCR-325 sign and enter 
the date in the spaces provided therefor in Section III of 
RF-10, When a review of all lots in a transmittal has been 
completed, prepare RF~3 and release the original of Forms 
NCR-325 to the General Accounting Preaudit Office and the 
copies of such forms to the Examination Unit. 


— 


ie 
Computations 
on NOR-326 


No Assignment 
and No Set-Off 


Assignment or 
Set-Off 


Review computations with respect to pees tacit! IV of NCR-326 
as follows: 


a. Obtain item 2(c) by miltiplying item 1(c) by 100 percent 


minus the rate of deduction for county association expenses. 


b. If no entries for assignments or set-offs have been made 
in items 3(b), 4(b), and 5(b), determine that the amount 
in item 2(c) has been transferred to item 6(c). 


ec. If entries for assigments or set-offs have been made in 
itens 3(b), 4(b), or 5(b), proceed as follows: 


(1) Determine that the entry on the first line in 
item 3(c) is the smaller of the entries in item 
2(c) and item 3(b). 


Computations on 
NCR=3274 


No Set-Offs and 
No Assignnents 


Set-Off and No 
Assignment 


rena ts ae 


(2) Determine that the entry on the second line in 
item 3(c) is the result obtained by subtracting 
from item 2(c) the entry on the first line in 
item 3(c). : ; 


(3) If no entries have been made in item 4(b) or 5(b) 
determine that the entry in the second line in 
item 3(c) has been transferred to item 6(c). 


(4) If entries have been made in item 4(b) or 5(b) 
obtain the entries for column (c) for lines 4 or 

5 in the manner that the entries for line 3, column 
(c) are obtained. If line 4 is used and line 5 igs 
not used, determine that the entry on the second 
line in item 4(c) has been transferred to item 
6(c). If line 5 igs used determine that the entry 
on the second line in item 5(c) has been transferred 
to item 6(c). 


Review the computations with respect to Section V of 
NCR-327A as follows: 


a. Determine that the entry in item 1(b) is the sum of 
the entries in column (b). 


b. Determine that the entry in item 1(c) is the sum of 
the entries in colunn (c). 


c. Obtain iten 2(b) by subtracting from iten 1(b) the 
entry in item l(c).° 


d. Obtain item 3(b) by multiplying iten 2(b) by 100 pereent 
mimis the rate of deduction for county association 
expenses. | 


e. If no entries for set-offs have been nade in itens 4(c), 
5(c), or 6(c), and no entries for assignments have been 
made in column (e), determine that the amount in iten 
3(b) has been transferred to iten 7(h), 


f.. If entries for set-offs have becn made in itens 4(c), 
5(c), or 6(c) and no entries for assignments have been 
nade in column (e¢), proceed as follows: 


(1) If an entry has been nade in iten 4(c) and no 
entries have been made in itens 5(c) and 6(c) 


(a) Determine that the entry in item 3(b) has 
been transferred to iten 4(b). . 


(2) 


(c) 


Lt ah tt 


Determine that the entry in item 4(h) is the 


smaller of the entries in items 4(b) and 4(c). 


Obtain the entry for item 7(h) by subtracting 
from item 4(b) the entry in item 4(c). 


If entries have been made in items 4(c) and 5(c) 
and no entry has been made in item 6(c) 


Kes) 


2 


(c) 


(4) 


Obtain the entries for item 4(b) and 4(h) 
as set forth in paragraph f(1). 


Obtain the entry for item 5(b) by subtracting 
from the entry in item 4(b) the entry in 
item 4(c).- 


Determine that the entry in item 5(h) is the 
smaller of the entries in items 5(b) and 5(c). 


Obtain the entry for item 7(h) by subtracting 
from the entry in item 5(b) the entry in 
item 5(c). 


If entries have been made in itens 4(c), 5(c), 
and 6(c) 


(a) 


(e) 


Obtain the entries for items 4(b) and 4(h) 
as set forth in paragraph f(1). 


Obtain the entries for items 5(b) and 5(h) 
as set forth in paragraph f(2). 


“Obtain the entry for item 6(b) by subtracting . 


from the entry in item 5(b) the entry in item 
Blo) : ; 


Determine that the entry in item 6(h) is the 
smaller of the entries in items 6(b) and 6(c). 


Obtain the entry in item 7(h) by subtracting 
from the entry in item 6(b) the entry in item 
6(c). 


g. If no entries for set-offs have been made in items 4(c), 


Assignment and 5(c), and 6(c) and entries for assignments have been made 
No Set-Off in column (e), proceed as follows: 
(1) Obtain the entry for column (da) for each line on 


which the name of an assignee appears in column (g) 
by multiplying the entry in column (b) on such line 


by 100 percent minus the rate of deduction for county 


association expenses, 


I 


(2) 


(3) 


(4) 


(5) 


ef ao 
Determine that the entry in column (f) on each 
line is the smaller of the entries in columns 
(a) and (e). 


Determine that the entry in item 1(f) is the 
sum of the entries in column (f). 


If item 1(f) is equal to or less than item 3(b) 


(a) Determine that the entries in column (f) 
have been transferred to column (h). 


(b) Determine that the entry in item 1(h) is 
the sum of the entries in column (h). 


(c) Obtain the entry for item 7(h) by subtracting 
from the entry in item 3(b) the entry in item 
1 Ga fy 


If item 1(f) is greater than item 3(b) 


(a) Divide item 3(b) by item 1(f). Carry such 
factor to six decimal places and round to 
four decimal places. Such factor should have 
been entered above the heading of column (f). 


(0) Obtain the entries for column (h) by multi- 
plying the entry in column (f) by the factor 
entered above the heading of column (f). 


(c) Determine that the entry in item 1(h) is the 
sun of the entries in column (h) ond determine 
that except for the rounding of fractions 
such entry is equal to the entry in item 3(b). 


(da) Determine that a zero (0) is entered in iten 


CUR) 
h, If entries for set-offs have been made in iten Atle 
Assignnent 5(c), or 6(c) and entries for assignnents have been 
and Set-Off made in column (e), proceed as follows: 
(1) Obtain the entries for items 4(b), 4(h), 5(d), 


(2) 


5(h), 6(b), ond 6(h) in the manner set forth in 
paragraph f. 


Determine that the entry in column (b) on the line 
immediately following the last set-off is the result 
obtained by subtracting from the next to the last 
entry in column (b) the last entry in colunn (c). 


(3) 


(4) 


baa Ieee 


If the last entry in column (b) is zero (0) 
determine that a zero (0) has been entered in 
column (h) opposite the name of each assignee 


and in item 7(h). 


If the last entry in column (>) is greater than 
zero (0), proceed as follows: 


(a) 


(b) 


(ce) 


(a) 


(e) 


Obtain the entry for column (d) for each 
line on which the name of assignee appears 
in column (¢) by multiplying the entry in 
column (b) on such line by 100 percent 
minus the rate of deduction for county 
association expenses. 


Determine that the entry in column (f) on 
each line is the smaller of the entries in 
columns (a) and (e). 


Determine that the entry in item 1(f) is 
the sum of the entries in column (f). 


If item 1(f) is equal to or less than the 
last entry in column (bd 


(a-1) Determine that the entries in column 


(f) have been trensferred to column (h). 


(a-2) Determine that the entry in item 1(h) 
is the sum of the entries in column (h). 


(a~3) Obtain the entries for item 7(h) by sub- 
tracting from the last entry in column 
_(b) the entry in item 1(h). 


If iten 1(f) is greater than the last entry 
in column (b) ~ 


(a-1) Hivide the last entry in colunn (bd) 
by 1(f). Carry such factor to six 
decinal places and round to four. Such 
factor should have been entered above 
the heading of colunn (f). 


(a-2) . Obtain the entries for column (h) by 
multiplying the entries in colunn (f) 
by the factor entered above the heading 
of column (f). 


(a-3) Determine that the entry in iten 1(h) 
ig the sum of the entries in column (h) 
and deternine that except for the round- 


< 15 


ing of fractions such entry is equal 
to the last entry in column (bd). 


(a-4) Enter zero (0) in iten %(h), 


Upon completion of the review of all conputations in con- 

nection with Forns NOR-326 and NCR-327a in a lot, £7 Cle 
and enter the date in the spaces provided therefor in 
Section III of RF-10, When the computations on all Forns 
NCR-826 and NOR-327a for a transmittal have been reviewed 
SS ade RF~3 and release the forms to the Payment Schedule 
nit, 
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NCR=State 308 (IT) Issued June 27, 1939 


UNITED STATHS DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART IN - PAYMENT SCHEDULE UNIT 


The personnel of the Payment Schedule Unit shall consist of 
adding clerks, typists, and review clerks, Review clerks shall use 
“black ink, Forms NCR-326 end NOR~Se7 shall be assigned to adding 
¢lorks by Lows, 


Dealt sly Lee 


tig ins structions to | Adding Cl ex "Ks. 


- 1. Upon receipt of a lot determine whether RF+13 is 

| attached to any Forms NCR-326 or NOR=327A, If 
RF-13 is not t_abvached to any Form NCR-326 or 
Nck-s27h in che lot, prococd in accordance with 
the instructions in paragraph 4 of this procedure. 


Oe If RRS is attachod to a Forn NCR-326 or NOR+-327A 
examine the RFek14 file to dotermine whether an RF-14 
) has been prepared for the applicant. 


Bi a. If R14 has not been prepared for the appli- 
- Preparation cant, prepare NF-14 as follows; 
of RF-14 


(1) Enter in the wpper right-hand corner, 
in the svace provided therefor, the 
name of the applicant. The last name 
of the applicant shall be entered first, 
followed by the first name and the middle 
f : ini bial Ge th 12 > applicant. 


4 . Ps (2) "Enter in hie upper right-hand corner, 
: in the space:provided. therefor, the address 
hee OL CG oe 


(3) Enter eres the title of the form and 
preceding the werds "Agricultural Conser- 
vation Program" the symbol "1939," 


(4) EES in woven’ (a) the State and county 
| code and serial number of the application 
' for payment. 


(5) Enter in column:(b) the gross paynentvon 
"the application, The gross payment is 
entered in Section IV, item 1(c) of NCR-326, 
and in Section V, item 2(b) of NCR+-327A, 


$10,000 Payment 


Cumulative 
Payments of 
$10,000 


-_— 
~I 
~~ 


- Dp 


If the amount of the gross payment is $10,000 or less, 
enter such paynent in column (c) of RF-14, If the 
enount of the gross payment is more than $10,000 

enter $10,000 in colunn.(c) of RF+14 and enter $10,000 


in, Section IV, iten l{ewif the application is an 


NOR-326, or in Section V, item 2(b) if the application 
is an NOR-327A, Forn NOH-326 or NCR-Z27A shall be 
taken to the person in charge of the Computation Unit 
with a request that Section IV of NOR~326 or Section V 
of NOi-327A be recomputed on the basis of the new entry 
in item 1(c) or 2(t), respectively, thereof, 


File Forms RF-14 in the Payment Schedule Unit in 
alphabetical order for the entire State. 


If R14 has been prepared for the applicant, proceed as 
follows: 


Enter in column (a) the State and county code and 
serial number of the application for payment, 


Enter in column (b) the gross payment on the appli- 
Cation for payment. 


Add the amount of the gross payment on the application 

for payment and the cumulative amount in column (c) 

of nil4, If the result is $10,000 or less, enter the 
result in column (c) of RF-l4, If the result is more 

than $10,000, enter $10,000 in column (c) of RF+14 

and subtract from $10,000 the total of the gross 

payments previously approved to the applicant and enter | 
the result in Section IV, itom l(c) if the application 
is an NCR-326, or in Section V, item 2(b) if the 
application is an NCR-327A, Form NOR-326 or NOR-327A | 
shall be taken to the person in charge of the Computa- 
tion Unit with a request that Section IV of NCR-326 | 
or Section V of NCR-327A be recomputed on the basis 

of the new entry in item l(c) or 2(b), respectively, 
thereof, 


If column (c) of RF~14 prepared for the applicant 
indicates that a payment aggregating $10,000 has 
alrcady been approved for the applicant, prepare and 
attach RF-4 to the application indicating that the ® 
maximum payment under the 1939 Agricultural Conser- 
vation Program has already been approved for such 
applicant. Entor the sorial number of such appli- 
cation in Section II of RF+10. 


ei 


| ry 


Ce 
Notice of 
Reduction in 
Gross Payment 


Qa 


Notice of 
Credit for 
Association 
Expenses 


Se 
Correction of 
RF-14 


4 


Preparation 
of Totals 


— 3 


Where o11 or vart of the gross payment duc 

under an application for payment can not be 

made because of the $10,000 limitation, prepare 
a statement in triplicate for the signature 

or the certifying officer, setting forth the 
fact that the gross payment under 1939 ACP 
application for payment was reduced 
to $ because of the $10,000 limitation, 
Attach the original of such statoment to tho 
original of the application for payment, 

attach the first copy of such statoment to the 
State office copy of the application for payment, 
and refer the second copy of such statement to 
the Clearance Unit in ordor that it may be fore 
warded to the county office. 


Whore all or part of the gross payment due under 
an application for payment, cannot be made because 
of the $10,000 limitation, multiply that part of 
the gross payment which cannot be made by the 
applicable rate for county association eXpeNnses, 
repare a memorandum for the signature of the 
person in charge of the Anplication for Payment 
Section to the State Accountant advising that 
such amount cannot be deducted from the 1939 ACP 


application for payment on account of the 
$10,000 limitation. Such memoranda to the State 
Accountant shall be mumbered serially beginning 
with the number 1, 


Upon receipt of a lot containing Forms NCR-326 or 
NCR-Z27A which were previously submitted to the 


General Accounting Preaudit Office, Determine if 


RF-13 is attached thereto. If RF-13 is attached, 
make such changes as are necessary on RF-14 
previously propared for tho applicant, 


Totals may be obtained on an adding machine or 
comptometeor, If an adding machine is used, the 
adding machine tape shall. be attached to the RF-10 
covering the lot for which totals were obtained, 
disc Comptomotcr 16 Used; “cntor the totals on a 
slip of paper and attach such slip of paper to the 
RPO. All totelse@shall’ be Labclod, 


Gross 
Payments 


Net « 
Payments 


Grants 
of Aid 


1940 Crop 
Insurance 
Premium 
Advances 


Expenses 


De 


-4e«- 


a. Obtain the total of the gross amounts for the 
- lot by adding the entries in Section I¥, item l(c), 
of all Forms NOR-326 and Section V, item 2(b) of © 
all:Forms NCOR-327 A. 


_b.. Obtain the total of the net payments for the lot 


by adding the payments to applicants and assignees. 
Payments to applicants will be found in Section IV, 
item 6(c) of NCR-326 and in Section V, item 7(h). 
of NOR-3e74k, Paymonts to assignees will be found 
in Section IV, item 3(c), 4fc), or 5(c) of NCR-326 
Opposite the name of the assignee and in Section V, 
item 1(h) of NCR-327<A, 


c. Obtain the total of the deductions for Grants of 
Aid, if any, for the lot by adding the amounts if. 
Section IV, items 3(c), 4(c), or 5(c) of NCR-326 
opposite the words "Grant of Aid," and the amounts 
in Section V, items 4(h), 5(h), or 6(h) of NCR-327A  ~ 
Opposite the words "Grant of Aid." aii.” 


d. Obtain the total of the deductions for 1940 Crop 

Insurance Premium Advances, if any, for the lot by : 
adding the amounts in Section IV, item 3(c), 4(c), ‘ 
or 5(c) of NOR-326 opposite the words "Indebted 
to AAA, 1940 Crop Insurance Premium Advance," and | 3 
the amounts in Section V, item 4(h), 5(h), or 6(h) | 
of NCR-327A opposite the words "Indebted to AAA, | 
1940 Crop Insurance Premium Advance," 


H 
e. Obtain the total deduction for county association |. . 
expenses for the lot by subtracting from the gross q 
payments for the lot the sum of the net payments for 
the lot, the deductions for Grants of Aid for the 
lot, and the deductions for 1940 Crop Insurance . 
Premium Advances for the lot. Verify such amount ‘ 
by multiplying the gross payment for the lot by the , 
applicable rate for county association expense 
deductions, If the amount obtained by the multiplicatior 
_ varies from the amount obtained by the subtraction ay 
_ by more than one-half cent ($0.005) for each appli- . 
cation in the lot, verify the computations on the 
applications, 


If any corrections are made on an NCR-326 or NCR-327A, make 
the same corrections on the State office copy of such form, 
Propare RF=4 indicating the correction made and forward 

RF-4 to the Clearance Unit, 


6. When all totals have been verified, sign and entor 
the date in the spaces provided in Section III of Rimlo 
and release the lot to a typist. 


7. Upon receint of a set of Forms ACP-22, accompanied by 
Forms ACP-104 and ACP-105, obtain totals for the columns 
entitled "Gross Amount," "Deduction," and "Net Amount 
Due" on ACP-22. If amounts have been entered in the 
"Deduction" column for "1940 Crop Insurance Premium 
Advances" or "Grants of Aid," obtain separate totals for 
such column for "County Association Expense Deductions," 
"1940 Crop Insurance Premium Advances," and "Grants of 
Aid," Label all totals and attach to ACP-22. 


II, Instructions to Tupists 
1. Upon receipt of a lot, prepare Forms ACP-104 in quintuple 
ACP-104 (original on ACP-104 and four copies on ACP-104a) for each 
lot. i 


a Enter in the upper right-hand corner, preceding the 
words "Agricultural Conservation Payments" the 
symbol "1959." 


be. Enter in the space immediately following the word 
"State" the name of the State shown on RF-10 


c. Enter in the space immediately following the word 
"County" the name of the county shown on RF-10 


d. Enter in the space immediately following the words 
"Association expense deduction," in the blank space 

provided therefor, the rate of county association 
expense deduction. This rate may be obtained from 
Section IV, item 2(a) of any NCR-326 or from Soction 
| V; item 3, of any NCR-3e7A in the lot. 


ce Enter in the space jmmediately following the words 
"Administrative No." the State and county code and 
lot*number shown on RF-10. For oxample if the 
State and county code shown on RF*10 is 44-003, 
and the shect number of such RF*10 is 37, tho 
administrative number to be entered will bo 
44-003-37. 


‘f, Enter in the first space immediately following the 
words "Sheet No." the sheet number, beginning with 
nunber l-for the first shect of ACP~104 for a ‘lot 
and numbering all sheets for such lot consecutively. 


Se 


NCR-326 


No Payment to Assignoo 
and Paynont 
to Applicant 


Payment to Assignee 
and No Payment to 
Applicant. - 


Payment to 
Assignee and 
Payment to 
Applicant 


-6§&- 


Enter in the second space on each sheot for the lot 


inmediately following the word "of" the nunber of 


sheets to be prepared for such lot. Such numbor nay 
be obtained by dividing tho number of cases in the 
lot by the nunber of cases which can be listed on 
one sheet of ACP-104 


Enter in column (a) the serial number shown on 
NOR-326 or NOR-327A, A serial number will be entered 
for each payee or group of payees who are to receive 
payment under the sae application for payment, even 
though this nay necessitate the opens eur of a 
scorial number. 


Batrios in columns (b), (c), and (d) for Forms 
NCR-326 shall be made as follows: 


(1) If no entry has been nade with respect to an 
assignnont lin Section IV, ‘item 3(c), 4(e), 
or 5(c) of NCR-226 and an entry has been nade 
in Section IV, item 6(c) of NOR-326 - 


(a) Enter in column (b) the nane and address 
vee the. applicant as printed in Section IV, 
iton 6(a) of NCR-326. 


(b) Make no entry in column (c), 


(c) Enter in column (a) the entry in Section IV, 
item 6(c) of NOR-326, 


(2) If an entry has been made with respect to an 

assignment in Section IV, item 3(c), 4(c), 
5(c) of NCR~3265 and no entry has been made in 
Section IV, item 6(c) of NOR-326 - 


(a) Enter in column (b) the name and address 
of the assignee as printed in Section IV 
item 3(a), 4(a), or 5(a) of NOR-326, 


(>) Enter in column (c) oprosite the entry in 
column (b) the name of the applicant as 
printed in Section IV, item 6(a) of NCR-326, 


(c) Enter in column (a) the entry in Section 
IV, column (c) of NCR-326, opposite the 
name of the assignee, 


(3) If an entry has been made with respect to an 
assignment in Section IV, item 3(c), 4(c), 
5(c) and an ontry has boen made in item ale) ie 
NCR-326 - 


oe es 


(a) Enter in column (b) the name and address 
j of the applicant as printed in Section IV, 
item 6(a) of NCR-326, 


(bd) Meke no entry opposite such name in 
Soluinn Jc), 


(c) Enter tn column (4d) the entry in Section IV, 
item 6(c) of NCOR-326. 


(d) Enter in column (b) below the previous entry 
in such column, the name and address of the 
assignee as printed in Section IV, item 3(a), 
4(a}, or 5(a), of NCR-326, 


(c} Enter in column (c) the neme of the appli- 
cant as printed in Section IV, item 6(a) 
of NCR-326. 


(f) Enter in column (4d) the entry in Section 
IV, column (c) of NCR-326, opposite the 
name of the assignee, 


Deductions for (4) If no entry has been made with respect to an 
1940 Crop , assignment in Section IV, item 3(c), 4(c), or 
Insurance Premium 5(c) of NCR-226 and uo entry has been made in 
Advances or item 6(c) but entries have been made showing 
Grants of Aid : deductions for 1940 Crop Insurance Premiun 
and No Peyment Advances or Grants of Aid in Section IV, 

to Applicant or itoms 3(c), 4(c), or 5(c) - 

Assignee . ) 


(a) Enter in column (b) the name of the appli- 
cant as printed in Section IV, item 6(a) 
of NCKR-326, 


(b) Enter in coluan (c) the words "Entiro 
payment deducted ~ 1940 CIP Adv." or the 
words "Entire payment deducted - Grant 
of Aid." 


(c): Enter a zero in column (d), 


NOR-327A i, Entries in columns (b), (c), and (d) for Forms 
~ NCR-327A shall be made as follows: 


. (1) If no entry has been made in Section V, column 
No Payment to Assignee (h) opposite the name of any assignee in 
end Payment. to~': ~~ &' “ column (g) of NCR-327A and an entry has been 
Applicant." ° 7" “mado in Section V, item 7(h) of NCR-327A4 - 


(a) Enter in column (b) the name and address 
of the applicant as printed in Section V, 
item 7, of NOR-Ze7A, 


sess 


(b) Make no entry in column (c). 


(c) Enter in column (d) the entry in Section 
V, item 7(h) of NCR-Z27A. 


Payment to Assignee (2) If an entry has been made in Section V, column 
and No Payment (h) opposite the name of any assignee in 
to Applicant , column (g) and no entry has been made in Seetion 


V, item 7(h) of NCR-327A - 


(a) Enter in column (b) the name and address 
of each assignee opposite whose name an 
amount appears in colkumn (h), using a 
separate line for each name, 


(b) Enter in column (c), for each name in 
column (b), the name of the applicant as 
printed in Section V, item 7 of NCR-327A. 


(c) Enter in column (d), opposite the name of 
each assignee entered in column (b), the 
entry in Section V, column (h) of NCR-327A 
opposite such assignee's name in column (g). 


Payment to Assignee pt alae 6 56 252 entry has been made in Section V, column 
and Payment (h) opposite the name of any assignee in column (g) 
to Applicant and an entry has been made in Section V item 7(h) 


of NOR-327A - 


(a) Enter in column (bd) the name and address 
of the applicant as printed in Section V, 
item 7 of NCR-327A. 


(b) Make no entry opposite such name in 
column (c). 


(c) Enter in column (d) the entry in Section V, 
item 7(h) of NCR-327A. 


(d) Enter in column (b) below the previous 
entry in such column, the name and address 
of each assignee shown in Section V, 
Column (g) of NCR-327A opposite whose 
name an entry appears in column (h), using 
a separate line for each name. 


(e) Enter in column (c), for each name in 
column (b), the name of the applicant as 
printed in Section V, item 7 of NCR-S27A. 


Pe ae 
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(f) Enter in column (a) opposite the name of 
each assignee entered in column (b), the 
entry in Section V, column (h) of NCR~327A 
opposite such assignee's name in column (g). 


Deductions for. (4) If no entry has been made in Section V, column 
1940 Crop (h) opposite the name of any assignee in column 
Insurance Premium (gz) of NCR-327A and no entry has been made in 
Advances or Grants item 7(h) but entries have been made showing 

of Aid and No Payment deductions for 1940 Crop Insurance Premium 

to Applicant or Advances or Grants of Aid in Section V, items 
Assignee 4(h), 5(h), or 6(h) - 


(a) Enter in column (b) the name of the appli- 
cant as orinted in Section V, item 7 of 
NCR-3274, 


(bd) Enter in column (c) the words "Entire 
' payment deducted - 1940 CIP Adv." or the 
words "Entire payment deducted - Grant of 


(c) Enter a zero in column (4a). 


j- Enter on the last line of the last sheet of ACP-104 
for the lot, the total of the net payments for the 
lot. Obtain such total from the adding machine 
tape or Slip of paper attached to the RF-10 for the 
lot. 


2. After a set of Forms ACP-104 has been completed, pre- 
pare Form ACP-105 in triplicate (original on ACP-105 and 
two copies on ACP-105a) for such set. 


a. Enter in the second space in the upper right-hand 
corner immediately following the words “Adminis- 
trative No." the administrative number shown on 
ACP-104. 


b. Enter in the space following the words "Prepared 
at" beneath the name of the office, the name of the 
city and State in which the form is being prepared. 
For example, if the form is being prepared in the 
Wisconsin State Office, enter the words "Madison, 
Wisconsin." 


ds 


Ge 


Se 


i. 


aor ay 


Enter in the space to the right of the words "No. 
of Applications," the number of applications for 


vaynent in the lot covered by ACP-105. 


Enter in the central part of the form immediately. 


below the words "THE UNITED STATHS, Dry Loe rt 
Persons named on the attached Continuation Sheet 
(Payees)," the name of the first payee shown on 
the first sheet of the set of Forms ACP-104 for 
the lot. If more than one neme has been listed on 
ACP-104, enter the phrase "et al," after the name 
entored on ACP-105, 


Enter in the spaces to the right of the first line 
of the certification, the numbers of the first and 
last pages of Forms ACP-i04 in the set. 


Enter in the space following the words "gross 
amounts 888 regating" and following the dollar 

sien (& the gross payment for all applications 
for alee: the lot covered by ACP-105. This 
amount will be the amount obtained from the adding 
machine tape or the slip of paper attached to 


R¥-10.for the lot, 


Enter in the space following the words "Association 
expense at" in item (a) of the certification and 

on the line preceding the percentage sign (%), the 
rate of county association expense deduction, This 
rate may be obtained from Soction IV, item 2 of any 
NCR-326 in the lot, or from Section V, item 3 of 


any NOR-327A in the lot. 


Enter in the space in item (a) of the certification 


immediately following the dollar sign ($), the total 


amount of county association expense deductions for 
the lot. Such total may be obtained from the 
adding machine tape attached to RF-10O for the lot, 


Enter on the line. entitled. "Grants of Aid" in 
item (b) of the certification and immediately 


following the. dollar sign ($), the total amount 


of the Grants of Aid for the lot. Such total may 


be obtained from the: adding machine tape attached 


to RF-10 for the lot. 


Enter on the line entitled "1940 Crop Insurance 


Premium Advances" in item (c) of the certification and 


immediately following the dollar sign ($), the total 
amount of the 1940 Crop Insurance Premium Advances 


for the lot. Such total may be obtained from the add- 


ing machine tape attached to RF-10 for the lot, 


3e 


4. 
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k, Enter in the space following the words "net pay- 
ments aggregating" and after the dollar sigh (9), 
the amount of the net payments for the voucher, This 
amount will be the total smount shown in column (4d) 
of the last sheet of ACP-104 for the lot. 


1, Enter in the space following the word "Title" the 
title of the certifying officer such as "Adminis~ 
trative Officer in Charge" or "Administrative Officor 
Acting in Gaarge." 


m. Enter in the space following the word "Date" the 
date of preparation of ACP-105, 


When the Forms ACP-104 and ACP-105 have been completed 
for a lot, sign and enter the date in the spaces 
provided therefor in Section III of RF-10, and release 
the lot to a review clork, 


Upon receipt of Forms ACP-104 and ACP-105 from a 
review clork, prepare ACP-22 in septuple (original 
and six copies) listing thercon as many lots as are 
available, proviced the lots .so included do not cover 


more than 300 payces. Do not include part of the same 


lot on two sets of Forms ACPR22, 


ae: Enter in the first space in the upper left-hand 
corner immediately above the words "Department 
or Establishment," the word "Agriculture," 


b. Enter in the first space.in the upper central 
nart immediately above the words "Bureau or 
Office," the letters "AJA,A." and the name of 
the State office. 


c, Enter in the. second space in the upper left-hand 
corner immediatcly following the word "By," the 
name "G, F, Allen," 


d. Enter in the second space in the upper central 
part immediately above the words "Title or rank," 
the words "Chief Disbursing Officer," 


6. Enter in the second space in the upper right-hand 
corner. immediatcly above the word "Station" the 
name of the city and Statc in which the regional 
. disbursing office is located, The regional 
disbursing offices for the States in the North 
Central Rogion are located as follows: 


City : . States Served. 
Chicago, Illinois Iowa, Wisconsin, Illinois, 


Indiana, and Michigan. 


Cleveland, Ohio Ohio. 

St. Louis, Missouri 4 BeeuNL. 

Minneapolis, Minnesota Minnesota and South Dakota. 
Kensas City, Missouri Nebraska 


Enter in the third space in the upper left-hand 
corner immediately following the word "Period" the 
name of the month. The name of the month to be 
entered will be that of the month in which it is 
expected that the payments scheduled on the ACP-22 
will be made. 


Enter in the third space in the upper right-hand 
corner immediately following the words "Symbol 
No.", the symbol number of the assistant disbursing 
officer. The symbol number of the assistant 
disbursing officer in the regional disbursing 
office may be obtained from the appropriate 
regional disbursing office. 


Enter in the fourth space in the upper left-hand 
corner immediately following the words "Bureau 
Schedule No." the bureau schedule number. 

Obtain this number from the person in charge 


- of the Payment Schedule Unit, who shall keep 


a register of bureau schedule numbers. These 
numbers will be assigned to Forms ACP-22 con- 
secutively and will be preceded by the number 

"39." The first schedule will be assigned the 
first available number in the series which was used 
for assigning schedule numbers to Forms 1064 
prepared for county association expense vouchers 
for the 1939 fiscal year. 


Enter in the fourth space in the upper right- 
hand corner, immediately following the word 
"Date" the date of preparation of ACP-22. 


Enter in the fifth line immediately following 
the words "Appropriation or Fund" tHe symbol 
and title (abbreviated) of the appropriation 
shown on ACP-105. 


-—-13= 


k, Enter in the column entitled "Bureau or Office 
Voucher No." the administrative number shown on 
each set of Forms ACP-105 covered by ACP-2e, 


l. After entering the administrative number for a 
set of Forms ACP-105 in the column entitled 
"Bureau or Office Voucher No,," enter on tho 
seme line in the column entitled "Payoe" the 
name of the payee as shown on such set of Forms 
ACP=105, 


m. Enter to the right of the name in the column 
headed "Payeo" the number of payces for the lote 
Obtain such figure by counting the number of 
entries, other than sero (0) in column (ad) vot 
ACP=104,. 


n. Enter in the column entitled "Gross Anount" 
opposite the namo in the column entitled "Payec" 
tho gross amount entered on ACP-105, 


o. Enter in the column entitled "Deduction," opposite 
the name in the column entitled "Payee," the amount 
of the deductions for county association expenses 
entered on the ACP-105. Enter immediately below the 
amount of the deductions for county association ex- 
penses the amount of deductions for Grants of Aid and 
enter below such entry the amount of deductions 
for 1940 Crop Insurance “remium Advances. Obtain 
such entries from ACP-105, Enter an asterisk to the 

/ left of “the ‘entry im tho - "Deduction" column for 1940 
Crop Insurance Premium Advances and enter two asterisks 
to the left of the entry for Grants of Aid. Enter in 
the last line of the column headed "Payee!" the words 
"1940 CIP Adv." preceded by an asterisk, and the 
words "Grants of Aid" preceded by two asterisks. 


pe Enver in the column entitled "Net Amount Due" 
opposite the name in the column entitled "Payee! 
the amount of the net payments entered on the 
ACP-105, 


qe Enter in the space over the word "Title" at the 
~ bottom of ACP-22 the title of the certifying 
OLTLCerN. 


“5. Release all lots covered by AOPH22 , together with the 
sets of rolated Forms ACP-104 and ACP-105 to the 
adding clerk, The adding clerk will obtain totals of 
"Gross Amounts," "Deductions for County Association 
Expenses," "Deductions for 1940 Crop. Insurance Premium 
‘Advances, " "Deduc tions, for Grants of Aid," and "Not Amount 
Tuc," and return all forms covered by ACP=22 to tho typist, 


dik 


6. 
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When Form ACP-22 and related forms are returned by 
the adding clerk, make the following entries on 
ACP-22 - 


&. Enter on the "Total" line for the "Cross Amount" 
column. the total labeled "Gross Amount," 


be Enter on the "Total" line for the "Deduction!" 
column the spearate totals labeled "Deductions 
for County Association Expenses," "Deductions 
for 1940 Crop Insurance “remium Advances," and 
"Deductions for Grants of Aid." Enter an asterisk 
after the total for deductions for 1940 Crop 
Insurance Premium Advances and enter two astorisks 


after the total for the deductions for Grants of Aid. 


c, Hnter on the "Total" line for the "Net Amount 
Due" column the total lebeled "Net Anount Due," 


Enter above the name of the State in the upper 
left-hand corner of each sheet of ACP-104 in the 
lot the words "Bu. Sched. No." followed by the 
bureau schedule as shown on ACP-22, 


Release the lots, together with Forms ACP-104, 
ACP-104a, ACP-105, ACP-105a, and ACP-22, to a review 
clerk, 


Instructions to Review Clerks, 
A 


1 


De 


Be 


cn 
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Review clerks shall work in pairs, 


Verify the names of the State and county on Forms 
ACP-104 by checking such entries against the corro- 
sponding data on RE-1LO. 


Determine that the administrative number on each 
set of Forms ACP-104 is correct by checking such 
administrative number against the State and county 
code and lot number on RF-10, 


Verify the serial numbers on Forms ACP-104 by checking 
such serial numbers against the serial numbers on 
Forms NCR-326 or NCR-327A in the lot. 


Verify the name and address of, and the payment to, 
each person whose name appears in column (b) of 

ACP-104 by checking such data against the corresponding 
data on NCR-326 or NCR-3e7A. 


Check the last serial number on each sheet of ACP-104 
against the first serial number. on the next succeeding 


Be 


sos 


EVs 
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sheet to make certain that the same item has not been 
duplicated, If an cntry has beon duplicated, draw a 
line through such entry on ACP-104, 


Verify. the total in column (ad) on tho last shoct of 
AOP-104 for the lot by checking such total against the 
total on the adding machine tape or slip or paper for 
"Net payments" attached to RF-10 for the lot. 


Vorify all ontries on ACP-105. 


If many orrors have boen made on a sct of forms, 

return 'the forms to the typist and have a new sct 

of forms propared. Otherwisc, make such corrections 

as are nocessary. When a now sot of forms has been 
prepared and roviowed in accordanec with the instructions 
contained herein, the original set containing the 

errors should be destroyed. 


After all forms have been reviewed and found to be 
correct, initial all Forms ACF¥105 and ACP-105a in the 
lower left-hand corner. Sign and enter the date in the 
space provided therefor in Section III of RF-10 and 
release tho lot or lots with Forms ACP-104 and AOP-105 
to a typist. 


Upon receipt of ACP-22 from the typist, check all entries 
on such form and correct any errors which have been made 
thereon, Initial all Forms ACP-22 in the lower left- 
hand corner. Release ACP=22 and all lots covered by 

such ACP+22 to the person designated to release schedules 
to the General Accounting Preaudit Office. 


Instructions for Reloase of Lots. 


ie 


“When the review work in eonnection with all lots cevercd 


by one set of Forms ACP-22 has been completed, the original 
ACP—22 shall be referred to the State accountant to be 
stanved "Funds Available" and thereafter the original ACP- 
105 and the original ACP-22 shall be signed by a certifying 
officer. When the forms have been signed, detach the 
second copy of coach shect of ACP-104 in the set and- tho 
second copy of ACP=105 for each lot, and the second copy 

of ACP-22 and forward such copies to the State accountant, 
If the lot consists of cases which were previously sus- 
pended by the General Accounting Office, the lot number 
will be greater than 500 and the original and one copy 

of a preaudit difference statement should be attached 

to cach case. Romove the copies of the preaudit difference 
statoments and forward thom to the State accountant with the 
copics of the Forms ACP-104, ACP-105, and ACP-22 for the lot. 


De 


Arrange the lots in the following order; 


&e Form ACP-22 (original and five copies). Stamp 
the third copy of ACP-22 "Forward to Records and 
Accounts Section, A,A,A., Washington, D, 0," 


b. Form ACP-105 (original and one copy) for the 
lots covered by ACP-22, 


ce Aset of Forms AOP-104 (originel and three copies) 
for each lot covered by ACP-22, 


d.- Forms NCR-326, NCR-327A, and the forms attached 
thereto, in each lot covered by ACP-22, If any 
Forms RF-13 are attached to Forms NCR-326 or 
NOR-327A, such Forms RF-13 shovld not be detached, 
but should accompany Forms NOR-326 and NOR-327A 
to the General Accounting Preaudit Office. 


es Fasten all forms in the lot except ACP-22 by 
means of an Aaco fastener or other comparable 
fastener, 


Prepare RF-3 and rolease the Forms ACP-22, ACP-104, 
ACP-105, NCR-326 and NCR-327, and NCR-327A, together 
with the copy of RF~3, to the General Accounting 
Preaudit Office. Obtain the signature of a represen- 
tative of the General Accounting Preaudit Office on 
the original RF-~Z and send such original RF-3, 
together with Forms RF-10 to ‘the .record clerk in the 
Records Unit. Forward the suspended cases, if any, 


together with a copy of RF-3, to the Glearance Unite 


NOR~State-308 (II) Issued June 30, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART V - CLEARANCE UNIT 


I. General 


All clerks working in the Clearance Unit should become 
thoroughly familiar with all instructions contained in 
NCR-State-208 (II) and with all other instructions relating 
to the 1939 Agricultural Conservation Program in the States of 
Illinois, Indiana, Iowa, Michigan, Minnesota, Nebraska, Ohio, 
and South Dakota. 


As a general rule suspended cases will be returned to 
the county office for correction, accompanied by a letter or 
Form RF~4 indicating the nature of the error. If it is thought 
desirable, suspended cases may be taken to the county office by 
a farmer fieldman or other representative of the State office 
or the county committee may be called to the State office in order 
that the necessary corrections may be made. 


When suspended farm computation sheets or applications ror 
payment are returned to the county office, the copies thereof, 
as well as the originals, must be returned. 


All suspended cases which are returned to the county office 
whether by mail or by a representative of the State office will 
be listed on RF=~10 and resubmitted by the county office in the 
regular manner. All suspended cases for which the suspension was 
unwarranted or for which the reason for suspension was removed in 
the State office will be forwarded to the Records Unit for the 
preparation of RF-10. 


TI. Corrections on Forms in State Office 


When corrections are made in the State office on trans- 
mittal sheets, farm computation sheets, or applications ior 
payment, pencil copies of Forms RF-4 or RF~5 indicating the cor- 
rections made will be prepared and transmitted to the Clearance 
Unit. Upon receipt of such forms a typed copy shall be prepared 
and transmitted to the county office. The pencil copies of such 
forms shall be filed in the general county file. 
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IV. 


Cases 
Suspended 
in Exani-~ 
nation Unit 


Notice fron 
Comptroller 
of A,A.A. 


Bee ies 


Suspensions Made by APS Because of Incorrect or Missing Data. 


Farm computation sheets and applications for payment 
which are suspended in the Application for Payment Section 
shall be cleared in the manner found to be the most expeditious. 
As a general rule suspended cases shall be returned to the 
county office accompanied by letters or typed copies of 
Forms RF~4 explaining the error and the manner in which 
the error should be corrected. <A copy of the letter or the 
pencil copy of RF-4, as the case may be, shall be filed in 
the general county file. 


If suspended cases are taken to the county by a farmer 
ficldman or other representative of the State office, the Forms 
RF-4 attached thereto should be examined to determine that the 
reason for suspension is adequately set forth. 


If in the examination of a suspension it is found that 
the suspension was unwarranted or if the reason for suspension 
ig removed without returning the case to the county office, 
write the words "Suspension Unwarranted" or "Suspension Removed" 
on the RF-4 attached to the case, obtain the initials of the 
person in charge of the Application for Payment Section or 
some other authorized person on the RF-4, and transmit the 
case to the Records Unit for the preparation of RF-10. 


Suspension Because of $10,000 Linitation. 


1. When a case is received from the Examination Unit which 
was suspended because the applicant is other than an 
individual, partnership, or estate and has an interest 
in farms or ranches in other States, prepare Form ACP-107 
in triplicate. Forward the original and one copy of 
this form to the Comptroller of the Agricultural Adjust- 
nent Administration, Old Post Office Building, Washington, 
D. C., The other copy of this forn, together with the 
application for payment, shall be filed in a file narked 
"Correspondence with Conptroller, $10,000 Paynents." 


ae Upon return of Form ACP#107 from the Comptroller of 
the A,A,4., enter on the copy thereof the infornation 
shown on the original and file such copy with the 
original of the application for payment and RF-13 
shall be removed and destroyed. 
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Entire Pay- 
ment Approved 


Partial Pay~ 
ment Approved 


No Payment 
Approved 


Notice to 
Accountant 
When Payment 
Is Reduced 


(1) 


(2) 


(3) 


(4) 


-~ 3- 


If the entire amount of the gross payment as computed 
on the application for payment may be approved, 

write the words "Suspension Removed" on RF-4 and 
release the application for payment to the Records 
Unit for the preparation of RF-10. 


If only a part of the gross payment computed on the 
application for payment may be approved, prepare a 
statement in triplicate for the signature of the 
certifying officer setting forth the fact that the 
gross payment under 1939 ACP application for pay- 
ment was reduced to $ because of the 
$10,000 limitation, Attach the original of such 
statement to the original of the application for 
payment, attach one copy of such statement to the 
State office copy of the application for payment, 
and forward the other copy of such statement to 

the county office together with a letter requesting 
that office to make the necessary corrections on 
the county office copy of the application for 
payment and advise the applicant of the reduction 
in paynent. Recompute the application for paynent 
on the basis of the reduced gross payment. Write 
the words "Suspension Removed" on RF-4 and release 


for the preparation of RF-10. 


If no part of the gross payment computed on the 
application for payment may be approved, prepare a 
statenent for the signature of the certifying 
officer setting forth such fact. Attach the 
original and one copy of such statement to the 
original and the State office copy of the appli- 
cation for payment and file the original and copy 
of the application for payment in the Clearance 
Unit. Forward the other copy of the statement 

to the county office together with a letter re- 
questing that office to advise the applicant that 
no payment will be made under the application for 
payment. 


In those cases where only a part or none of the 
gross payment computed on the application for pay- 
ment can be approved, prepare a memorandum for the 
signature of the person in charge of the Application 
for Payment Section to the State Accountant advising 
him of the State and county code and serial nunber 
of the application for payment and the anount of 
county association expenses which cannot be deducted 
on account of the $10,000 limitation, 
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Such memoranda to the State accountant shall 
be numbered in the same series as that used 
in numbering similar memoranda prepared in the 
Payment Schedule Unit, 


b. When an application for payment to which Form ACP-107 
is attached is suspended by the General Accounting 
Preaudit Office because of an error in computation 
proceed as follows: 


(1) If, as a result of the correction of the error, 
the applicant will be entitled to a smaller 
payment resubmit the application for payment 
to the General Accounting Preaudit Office in 
the regular manner and prepare a memorandum 
to the Comptroller of the Agricultural Adjust= 
ment Administration advising hin of the State 
and county code and serial nunber of the ap- 
plication for payment, the name and address 
of the applicant, and the corrected amount of 
the gross payment computed for the applicant. 


(2) If, as a result of the correction of the error, 
the applicant will be entitled to a larger 
payment, prepare a new Form ACP-107. The word 
"CORRECTED" shall be entered at the top of the 
new Form ACP-107, Thereafter, Form ACP~107 and 
the application for payment shall be handled in 
accordance with the instructions contained in 
paragraph 1 of this Section Lv, 


When an application for payment is suspended by the Payment 
Schedule Unit because the maximum payment of $10,000 has 
already been approved, file such application, together with 
the copy thereof, in the Clearance Unit. Forward a copy of 
the statement attached to the application for payment to 
the county office, together with a letter requesting that 
office to advise the applicant that no payment will be 

made under the application for payment. 


When a copy of a statement setting forth the fact that the 
gross payment under an application for payment was reduced 
because of the $10,000 limitation is received from the 
Payment Schedule Unit, forward such statement to the county 
office, together with a letter requesting that office to 
make the necessary correction on the county office copy 

of the application for payment and advise the applicant 

of the reduction in payment. 
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V. General Accounting Preaudit Office Suspensions 


Suspended 1. 
Farm 
Computation 

Sheets 


Suspended 
Applications 
for Payment 


Farm Computation sheets which are suspended by the General 
Accounting Preaudit Office shall be corrected and returned to 
the General Accounting Preaudit Office. In all cases the 
State office copy shall be corrected to agree with the 
corrected original and the county office shall be notified 
of such correction, 


Accounting Preaudit Office shall be corrected and returned 

to the General Accounting Preaudit Office, together with a 
reply to the preaudit difference statement, over the signature 
of a certifying officer, Wherever practicable, the reply to 

a preaudit difference statement shall be made on such preaudit 
difference statement, All corrections on applications for 
payment except corrections of items which are the results of 
computations must be initialed by the member of the county 
committee who certified the application. The suspended appli- 
cations for payment and all forms returned therewith must be 
resubmitted to the General Accounting Preaudit Office even 
though a new application for payment is prepared. 


VI. County Office Requests for Corrections 


1. 


NCR-325 Not 
Released to 
GAPO 


NCR-325 Released 

to GAPO; Applica~ 

tion for Payment 

Not Released to 
GAPO 


2 ER 


If a nemorandum requesting the correction of an NOR3S25 

is received from the county office, forward such memorandum 
to the person in charge of the Application for Payment 
Section, or some person designated by him, who shat ani tind 
the memorandum if the proposed correction is acceptable. 

If there is any doubt as to the acceptability of the proposed 
correction, the county committee shall be requested to furnish 
a complete statement of the facts in the case. Liv: 2s 
deemed necessary the case should be investigated by a repre~ 
sentative of the State committee. If the correction is 
acceptable, proceed as follows: 


a. If the NCR+325 has not been released to the General 
Accounting Preaudit Office, make the necessary 
corrections on the original and State office copy 
thereof and handle the corrected NCR-325 in the 
regular manner. 


b. If the NCR-325 has been released to the General 
Accounting Preaudit Office but no application for 
payment prepared from the NCR-325 has been released 
to the General Accounting Preaudit Office, prepare a 
menorandum requesting that office to return the 
NCR-325. Upon receipt of the NCR325 make the 
necessary corrections on the original and State 
office copy thereof and resubmit the original of 
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NCR-325 and 
Application 
For Payment 
Released to 
GAPO, Appli- 
cation for Pay- 
ment Not Re- 
leased to D.O. 


NCR-325 and 
Application 
for Payment 
Released to 
GAPO, Appli- 
cation for 
Payment Re- 
leased to D.O, 


Co 
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NCR-325 to the General Accounting Preaudit Office. 
The corrected NCR-325 shall be resubmitted to the 
General Accounting Preaudit Office prior to or at 

the same time that the first application prepared 

on the basis of the corrected NCR+225 is submitted 

to that office. No statement signed by a member of 
the county committee or a certifying officer explain- 
ing or recommending the corrections need accompany the 
corrected NCR-325 or the application prepared there- 
from, However, all corrections on the application 
for payment other than corrections in items which are 
the results of computations must be initialed by the 
member of the county committee who certified the 
application for payment. 


If an application for payment prepared from the 
NCR-325 has been released to the General Accounting 
Preaudit Office and such application for payment has 
not been forwarded to the Disbursing Office, prepare 
a memorandum requesting the suspension of the 
application for payment and the return of the NCR-325. 


Upon receipt of such forms make the necessary corrections 


on the originals and the State office copies thereof 
and resubmit the originals to the General Accounting 
Preaudit Office, The corrected NCR-325 shall be re- 
submitted to the General Accounting Preaudit Office 
prior to or at the same time that the first application 
for payment prepared on the basis of the corrected 
NCR-325 is submitted to that office. No statement 
signed by the county committee explaining and 
recommending the corrections need accompany the 
corrected NCR-325 or the applications prepared 
therefrom. However, all corrections on the applica- 
tions for payment other than corrections in items 
which are the results of computations must be 
initialed by the member of the county committee 

who certified the application for payment. The reply 
to the Preaudit difference statement shall fully 
explain the corrections which have been made. 


If an application for payment prepared from the 
NCR-325 has been released to the General Accounting 
Preaudit Office and released by that office to the 
Disbursing Office, a new NCR-325 shall be prepared 
and submitted to the General Accounting Preaudit 
Office. Such NCR-325 shall be accompanied by a 
statement signed by a member of the county comnittee 
explaining and recommending the corrections, if tho 
corrections are other than corrections in itens which 
are the results of computations, and by a nenorandun 
of explanation signed by a certifying efificer. Thie 
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new NOR-225 shall be submitted to the General Accounting 
Preaudit Office prior to or at the same time that the 
first application for payment prepared on the basis 
of such NCR-325 is submitted to that office, ‘the ad- 
justment application for payment for the applicant 
who was paid on the basis of the incorrect data shall 
be handled in accordance with the instructions for 
handling adjustment cases. The apvlication for pay 
ment for each person who was not paid on the basis of 
the incorrect data shall be prepared on the basis of 
the corrected NCR-325. Such applications need not be 
accompanied by a statement signed by a member ot tae 
county committee or a certifying officer explaining 
or recommending the corrections. However, ar core 
rections on the application for payment other than 
corrections in items which are the results of conpu- 
tations must be initialed by the member of the county 
coumittee who certified the apolication for payment. 
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i NOR-State-308 (II), Supplement No. 1 Issued September 2, 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION. Sesto Aiea one Bate 
NORTH CENTRAL DIVISION ! F3 mf 
+ Sa * OCT 5 1999 


INSTRUCTIONS RELATIVE TO HANDLING FARM GOMPU- 
TATION SHEETS,APPLICATIONS FOR PAYMENT AND, &, | 
RELATED FORMS UNDER THE 1939 AGRICULTURAL = 
CONSERVATION PROGRAM IN THE STATES OF ILLINOIS, 


INDIANA, IOWA, MICHIGAN, MINNESOTA, NEBRASKA, 
OHIO, AND SOUTH DAKOTA, 


nt 


NOR-State-308 (II) is hereby amended as follows: 


de General, page 2, the definition of the term "TOT! 


is amended 


to read as follows: 


b's 


LOT means all farm computation sheets or applications 
for payment, the farm nembers or serial numbers of 
which are listed on one sheet of RF-10. 


2. Part I, Section I, paragraph 6, item b is amended to read as 
follows: 


Dis 


For each NCR-326 or 327A for which the serial number 
on RF-7 or RF-8 has been circled, determine that 
entries have been made for set-offs in Section IV of 
NCR-326 or in Section Vof NCR-327A, orthat a properly 
executed copy of RF-~2 is attached to such form. If 
entries have not been made for set-offs and RF-~2 is 
not attached, or if entries have been made for set- 
offs and the amount of indebtedness as shown on the 
application for payment does not agree with the anount 
of indebtedness on the corresponding RF-12, prepare 


and attach RF-4 to the case. Do not remove the appli- 


cation from its place in the transmittal. 


Part 1, Section II, paragraph 4 is amended by adding 
at the end thereof the following: 


Uvoon receipt of listings from the Payment Schedule 
or Clearance Unit containing data with respect to 


deductions for 1940 Crop Insurance Premium Advances 


or grants of aid, or set-offs in favor of govern- 
mental agencies, or refunds, post such data in 
Section II of the appropriate Forms RF-12 and file 


such listings in a separate: file by schedule number. 


spartment of Agricuture 


4, 


E oe 


Upon receipt of copies of Forms ACP-22, ACP-104, 

1096, and 1044 (Schedule of Collections) from the 
Regional Disbursing Office, withdraw the listing 
prepared for such schedule and enter thereon the D.O. 
voucher number or certificate of deposit number and the 
date of the voucher or deposit. Complete the entries in 
Columns (c) and (d) of the related Forms RF-12. If the 
indebtedness is completely liquidated, file the RF-l2 in 
the dead file. Forward a copy of the listing to the 
county office and advise that such data should be posted 
on Forms RF-1l2 in the county office. 


Part II, Section I, item a, subitem (4) is amended to read 
as follows; 


(4) If there are no entries for acreage allotments on 
line 1, columns (>), (c), (4d), and (f), anaee 
entry on line 2, column (bd) or (c) is in excess of 
8.0 or there is an entry on line 2, column (d) or 
(f), check the entries on line 3 against the 
applicable columns on NCR-309. If there are no 
entries in such columns on NCR-~309, check such 
entries against county eheck yields. 


Part II, Section I, paragraph 2, item a is amended by de- 
leting the second sentence thereof. 


Part II, Section I, paragraph 2 is amended by deleting item 
b thereof. 


Part II, Section II, paragraph 2, item d is amended to read 
as follows: 


.d. If entries have been made in column d, determine that 
the name of a type of tobacco has been entered in the 
heading of such column and that the applicable rate of 
payment per pound has been entered below the name 
of the type of tobacco. The rates of payment are: 
$0,008 for Burley, $0.0126 for dark air-cured, and 
$0.01 for cigar filler and binder. 


Part II, Section IV, paragraph 4, item b is amended by de- 
leting the word "not" in the first line thereof. 


Part II, Section V, paragraph 5 is amended by adding the 
following new item d after item c thereof: 


d, After checking the entries on NCR-326 against those 
on NOR-325, if the entries on such forms are in 
agreement, enter the lot number of the lot in which 
NCR-326 is included above the serial number for such 
application in Section IV of NCR-325. 


Nee 


ese ie 


10. Part II, Section V, paragraph 6 is amended by adding the 
following new item d after item c thereof: 


d. After checking the entries on NOR-327 against those 
on NOR-325, if the entries on such forms are in 
agreement, enter the lot number of the lot in which 
NCR-327 is included above the serial number for such 
application in Section IV of NCR-325, 


11. Part II, Section VI, paragraph 13 is amended to read as 
follows: 


13. If a set-off has been made on NCR-326 or NCR-327A 
in favor of the Agricultural Adjustment Administration 
for an indebtedness which arose out of other than a 
"1940 Crop Insurance Premium Advance" or a "Grant of 
aid" prepare and attach RF-4 to such NCR-326 or NCR- 
3o7s, 


12. Part II, Section VIII, paragraph 2 is amended to read as 
follows: 


Release all suspended cases in the transmittal, including 
the State office copies of such suspended cases, together 
with the second copy of RF-3, to the Clearance Unit. 
Obtain the signature of a representative of the Clearance 
Unit in the space provided on the original RF-3. Release 
all approved Forms NCR-326 and NCR-327A in the transmittal, 
together with related Forms NCR-327 and the first copy of 
RF-3 and the RF-10, to the Computation Unit. Obtain the 
signature of a representative of the Computation Unit in 
the space provided on the original of RF-3 and send such 
original RF-3 to the record clerk in the Records Unit. 


13. Part III, page 1, the paragraph thereof with respect to 
idle farms is amended to read as follows: 


If the word "idle" has been entered below the State and 
county code and farm number on NCR-325, determine that 

Idle no computations have been made with respect to columns 

farms (ib) pl@ua(d)., Gol \t) sand. We) of Section 1, and de~ 
termine that no computations have been made with respect 
to column (h) of Section I of the farm is a general allot- 
ment farm, since no payments other than soil~building and 
restoration land payments will be made with respect to 
any farm which is idle in 1939. 


14. Part III, Section I, paragraph 1, item c, subitem (4) is 
amended to read as follows: 


tS: 


palsy. 


a4 


18. 


io 
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(4) Obtain the entries for 7(d) as. follows: 


(a) . Burley — cigar fillervand binder. If one 
entry has been made in 6(da) enter in 7(d) 
the result obtained by multiplying 3(d) by 
$0.02. If two entries have been made in 6(d) 
enter in the left half of 7(da) the result 
obtained by multiplying 3(d) by $0.02 and 
enter to the right of such figure, separated 
by a dash, the result obtained by multiplying 

3(d) by $0.08, 


(b) Dark air-cured -‘If one entry has been made in 
6(d) enter in 7(d) the result obtained by 
multiplying 3(d) by $0.018. If two entries 

have been made in 6(d) enter in the left half 

of 7(d) the result obtained by multiplying 

3(d) by $0.018 and enter at the right of such 
figure, separated by a dash, the result obtained 
by multiplying 3(d) by $0. O72. 


Part III, Section I, paragraph 1, item e, subitem (2) is 
amended to read as follows: 


(2) Obtain 4(f) by multiplying 3(f) by $0.018. 


Part III, Section I, paragraph 1, item e, subitem (5) 43 
amended to read as Polke 


(5) Obtain 7(f£) by miltiplying 3(f) by $0.036. 


- Part III, Section I, paragraph'1, item f, subitem (2) thereof 
' is amended to read as follows: 


(2) Obtain 6(g) by subtracting from 2(g) the larger of 


1(g) and 3.0 acres. 


Part III, Section I, varagraph 1, item g, subitem (2) is 
amended to read as follows: 


(2) Obtain 4(h) by multiplying 3(h) by $0.99. 


Part III, Section I, paragraph 1, item g, subitem (5) is 
amended to read as follows: 


5) Obtain: 7(h) by multiplying 3(h) by $7.20. 


ee Se 
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PartIII, Section I, sub-paragraph 4, item b, is: amended by 
adding the following new item (9) after subitem (8) 
thereof and by renumbering old subitems (9), (10), (11), 
(fo (is), ae CHB iGy, Mar) ie), (1g), ‘and: (20) 
Eomeipitemes (LO). (liye (le tee). J64), (15).~ (16), 
(17), (18), (19), (20), and (21), respectively: 


(Ss) Obtain 10(d), 10(f), 10(g), 10(1), 10(3), and 10(1) 
by adding the entries on lines 1 to 9, inclusive, in 
such columns. 


Part III, Section I, paragraph 5, item b is amended to read 
as follows; 


be The total increased payments for the lot obtained by 
adding the entries in Section. IV, line 14 for all 
Forms NCR-325 in the lot except the entries for persons 
above whose names an "XK" has been entored. 


Part III, Section II, paragraph 1, item a is amended by 
adding at the end thereof the following: 


If a percentage entry has becn made in column (>) imme- 
diately below the space for the omount of an assigmnent, 
multiply such percentage by the entry in item 2(c) and 
entor tho result in column (b) opposite the name of tho 
assigneéco,. 


Part III, Section II, paragraph 2, item g is amended to 
read as follows: 


g, If no entries for set-offs have been made in items 
4(c), 5(c), and 6(c) and the names of assignees 
have been entered in column (2), proceed as follows: 


Part III, Section II, paragraoh 2, item g, subitem (1) is 
amended by adding at the end thereof the following: 


If a percentage cntry has been ocntercd in column (g) 
following the name and address of the assignec, and no 
amount has becn entered on the same line in column (c), 
multiply such percentage by the ontry in column (d) and 
enter tho rosult in colwan (c). . 


Part III, Section II, paragraph 2, item h is amended to 
read as follows: 


h, If entries for set-offs have been made in items 
4(c), 5(c), and 6(c) and the names of assignees 
have been entered in column (zg), proceed as follows: 


Ag 


O86 
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Part III, Section II, paragraph 2, item h, subitem (1) 
is amended by adding at the end thereof the following: 


If a percentage entry has been entered in column (g) 
following the name and address-of the assignee, and 
no amount has been entered on the same line in column 
(e), multiply such percentage by the entry in column 
(d) and enter the result in column (ec). 


Part IV, Section I, paragraph 4, item a is amended by 
adding at the end thereof the following: | 


If a gross payment in excess of $10,000 is cntered in 

Section IV, itom 1 (c) of NCR-326 or in Section V, itom 

2 (d) of NCR-327A, reduce such gross payment to $10,000, 
Refer the NCR-326 or NCR-327A to the person in charge of 

the Computation Unit with a request that such form be 
recomputed on the basis of the reduced gross payment. State= 
nents with respect to the reduction in the gross payment “ 
and the credit for association expenses should be prepared 
and handled in accordance with the instructions contained 


in Section I, paragraphs 2c and 2d, respectively of this 


Fart LV. 


.Part IV, Section I, paragraph 4, item b is smended to read 


as follows: 


be. Obtain the total of the net payments for the lot by 
adding the payments to applicants, assignees, and 
governmental agencies other than the Agricultural 
Adjustment Administration. Payments to applicants 
will be found in Section IV, item 6(c) of NCR-326, 
and in Section V, item 7(h) of NCR-327A, Payments 
to assignees and governmental agencies will be 
found in Section IV, item 3(c), 4(c), and 5(c) of 
NCR-326o0pposite the names of assignees or govern- 
mental agencies, and in Section V, column h of 
NCR-327A opposite the names of the assignees or 
governmental agencies, 


Part IV, Section II, paragraph 1, is amended by deleting the 
items h, i, and j and substituting in lieu thereof the 
following: 


h. Enter in column (b) the name and address of the payee. 
If the applicant is a payee, his name should be shown 
first in column (b), followed by the names of persons 
or agencies in whose favor an assignment or set-off 
is shown, 


i 


- 
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(1) If a payment is to be scheduled in favor of a 
- -»- governmental agency as assignee, the name of 
the payee in column (b) will be shown as 
"Treasurer of the United States, c/o (Name of 

governmental agency), (Address)." 


(2) If a payment is to be scheduled in favor of 
a governmental agency as a set-off against 
the applicant's payment, the name of the 
payee in column (b) will be shown as "Treasurer 
of the United States, c/o (Name of governmental 
agency), (Address), Indebtedness of (Name of 
debtor)." 


. (3) Deductions for 1940 crop insurance premium 
advances or grants of aid will not be scheduled 
on ACP-104. However, if the entire payment 

due the applicant is used in liquidating a 1940 
crop insurance premium advance or a grant of 
aid, enter in column (b) the name of the appli- 
cant. 


Enter in column (c) opposite the name of each assignee 
whose name appears in column (b) the name of the 
-applicant. If the entire payment due the applicant 

is used in liquidating a 1940 crop insurance premium 
advance or a grant of aid, enter in column (c) the 
words, "Sntire payment deducted ~ 1940 CIP Adv.", or the 
words, "Entire payment deducted - Grant of aid." 


fnter in column (d) the amount of payment due each 
payee whose name is listed in column (c). Payments 

to applicants will be found in Section IV, item 6(c), 
of NOR-326, and in Section V, item 7(h) of NCR-327A. 
Payments to assignees and to governmental agencies 

as set-offs will be found in Section IV, items 3(c), 
4(c), and 5(c) of NCR-326, and in Section V, column 
(h), opposite the name of each assignee or governmental 
agency, of NCR-327A. 


If the entire payment due the applicant is used in 
liquidating a 1940 crop insurance premium advance or a 
grant of aid, enter a zero in column (d) opposite the 
name of the applicant in column (c). 


Enter on the last line of the last sheet of ACP-104 
for the lot the total of the net payments for the lot. 
Obtain such total from the adding machine tape or slip 
of paper attached to the RF-10 for the lot. 


tg : 


50. Part IV, Section III, paragraph 11 is amended to read as 


follows: 


Lis 


Upon receipt of ACP-22 from the typist, check all 
entries on such form and correct any errors which have 


- been made thereon. Initial all forms ACP-22 in the 


lower left-hand corner. If an entry has been made 

in item b or item ec of ACP-105 covering deductions for 
grants of aid or 1940 crop insurance premium advances, 
or if set-offs have been made in favor of govern- 
mental agencies on ACP-104, prepare a listing in 
duplicate for the Records Unit. Enter in the upper 
right-hand corner thereof the Bureau schedule number 
of ACP-22 covering such payments and the name of the 
program. Enter on each listing the name of each 
apnlicant against whose payment a deduction is being 
made for 1940 crop insurance premium advances or 
grants of aid, or from whose payment a set-off is 
being made in fevor of governmental agencies. Enter 
opposite each such person's name, the State and 


county code and serial number of the application, 


the administrative number of the voucher on which 


-such application is listed, and the amount of the 


deduction or set-off and the purpose for which the 
deduction or set-off was made. Forward the listing 
in duplicate to the Records Unit. Release ACP-22 
and all lots covered by ACP-22 to the person 
designated to release schedules to the General 
Accounting Preaudit Office. 


Sl. Part V, Section IV, parasraph 1, item a is amended to read 
as follows: 


a. 


Upon return of Form ACP-107 from the Comptroller 
of the A.A.A. enter on the copy thereof the in- 
formation shown on the original and file such copy 
with the State office copy of the application for 
payment. Attach the original of ACP-107 to the 
original of the application for payment and remove 
and destroy RF-13. 
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| WITED STATES DEPARTMENT OF AGRICULTURE 
; AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION ~ 


| GENERAL 


The instructions contained herein shall be followed in Applica- 
tion for Payment Sections in State offices of the North Central Region 
in handling 1939 price adjustment applications for payment and re- 
lated forms. 


QUESTIONS PORTAINING TO PROCEDURE 


Members of the State committce and all persons in tho Apolication 
for Payment Soction who are to handle price adjustment applications 
should become thoroughly familiar with the instructions contained herein 
and with all othcr portinent provisions and instructions relating to 
the 1939 Price Adjustment Payment Program. Deviation from these instruc 
tions will not be permitted. Any question relative to the procedure 
to be followed in any case should be referred to the person in charge 
of tho Application for Payment Soction if the porson in charge of the 
unit is unable to satisfactorily answer the gucstion. If the question 
4s not covered by the instructions contained herein, such question shall 
be referred to the Director of the North Central Division, 


Any entry which is made in the State office, in accordance 
with this procedure, must be made on both the original and the copy 
of the application. Whenever an mtry is to be encircled in accordance 
with this procedure, it shall be encircled in such a mannor that tho 
entry will romain legible. 


CHANGES AiTD CORRECTIONS 

No change or correction shall be made in any form used in con- 
nection with the 1929 Price Adjustment Program unless such change 
or correction is specifically authorized by these instructions, “lu 
making changes or corrections draw a line through the incorrect entry 
in such a manner that the entry will remain legible and insert the 
correct entry in the nearest availablo spacc. 


DEFINITION OF TERMS 


As used herein, the following torms shall have the following 
meaningss 


1, 1939 Price Adjustment Program means the program for 
making adjustment payments with respect to the 1939 


wheat, corn, or cotton crop pursuant to the Price Ad- 
justmoent Act of 1938. 


2. Farm Numbcr means the minor civil division code and farm 
number assigned to a farm. 


3, Transmittal means all applications which are transmitted 
from a county office to the State office at one time. 


4, Lot means all applications, the farm numbers of which are 
listed on one sheet of NCR-314. 


5. Lot Number means the number assigned to a lot. Such mumber 
shall be the same as the sheet number of NCR-314, 


6, Suspended Case means an application which must be returned 
to the county office for correction or which cannot be 
approved without additional information. 


FORM USED 


The numbers and titles of the forms to be used in the Applica- 
tion for Payment Section are as follows: 


NCR-314 = Transmittal Sheet for Applications for Payment. 


NCR-331 — Progress Report on Work of Application for Payment 


RF-~301 


RF-202 


RF-203 
RF-—204 
RF-205 
ACP-90 
ACP.97 


ACP.98 


ACP~91 


ACP.92 


Form 1064 ~ Schedule of Disbursements. 


= 


section. 
Progress Record. 


Letter to be used in connection with indebtedness 
to U. 5. Government. 


Release of Lots and Suspended Cases. 
Suspension Sheet 

Transmittal Correction Sheet 
Application for Wheat Payment - 1939 Price Adjustment Program 
Application for Corn Payment - 1939 Price Adjustment Programs 


Application for Cotton Payment - 1939 Price Adjustment 
Program. 


Public Voucher for 1939 Price Adjustment Payments 
(Continuation Sheet) 


Public Voucher for 1939 Price Adjustment Payments 


\ v 
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Instructions to Receiving Clerks. 
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Applications and Forms NCR-314 must be received in duplicate. 


When applications and related forms and papers are received, 
stamp on the back of each sheet of such forms the date of 
receipt. 


Enter in the space provided therefor in the upper right-hand 
corner of NCR-314 the date of receipt of such form. 


Two clerks working together shall check the farm numbers on 
the applications against the farm mumbers on NCR-314. 


a. Enter a check mark to the right of each farm mumber on 
NCR-314 for which there is included in the transmittal 
an application with a corresponding farm number. 


b. If an application is received and the farm number on such 
form is not iisted on NCR-314, enter such farm number in 
Section I of NCR-314 and correct the total in the last 
line of Section‘I.- Initial all such corrections. 


c. When such a correction is made on NCR-314, prepare 
RF-205 as follows: 


(1) Enter in the upper right-hand corner of such form 
the State and county code and the date of preparation. 


(2) Strike the symbols "NCR-224" and "NCR-229" from 
the line below the title of the form and enter 
in lieu thereof the symbol "NCR-314-WPAP-39", 
"NCR-314-Corn PAP-39", or "NCR-314 Cotton PAP- te 
whichever is nepbicnbla. 


(3) Enter in column (a) the sheet mamber of NCR-314 
to which the addition has been made. 


(4) Enter in column (b) the farm mamber which has 
been added. 


(5) Enter in.column (c) the words "Application not 
previously listed on NCR-314." 


PA 


d. If an application is missing for a farm muomber | 
which is listed on NOR-314, draw a line through 
such farm number and correct the total in the 
last line of Section I. Initial. all such correc- 
tions. 


é. When such a correction is made on NOR-314, prepare 
RF-205 as follows: 


(1) Enter on R¥F-~205 in column (a) the sheet 
number of NCR-314 upon which such correction 
is made. 


(2) Enter in column (>) the tain maimber which 
was deleted from NCR-314. 


(3). Enter in column (c) the words "Application 
not included in transmittal". 


f. If the State and county code has not been entered 
on an application, make such entry. If a farm 
‘mumber-has not been entered on an application, 
enter such farm number if it can be obtained from 
NCR-314 or NOR-309. If such farm number cannot be 
determined, prepare and attach RF-204 to such appli- 
cation. 


eg. After rich corrections mse been ae. on NCGR-314 
-and after RF-205 has been prepared, transmit 
RF-205 to the Clearance Unit. 


Check all names in Section III of the application against 
the Register of Indebtedness. If it appears that any 
applicant is indebted to the United States Government, 
prepare a pencil copy of RF-202 and refer it to a typist 
for the preparation of an original and one copy. Mail 
the original of RF-202 to the county office and attach 
the copy to the application. When the original of 

RF-202 is.returned by the+county office, forward such 
form to the Clearance Unit«. 


After applications have been checked against the Register 
of Indebtedness, such forms shall be separated into lots. 
Hach lot shall include the applications, the farm mmbers 
of which are listed on one sheet of NCR-314. The re- 
ceiving clerk shall then sign and enter the date in the 
spaces provided therefor in Section III of each sheet of 
NCR-314, and release the transmittal to the record clerk. 


ny Sie 


Forms NCR-314 marked desea a toati "Supplemental", or 
"Corrected Supplemental" shall be handled by the 
receiving clerk in the’ same manner as transmittals 
of regular applications. 


II. Instructions to Record Clerks. 


ie 


Before applications are received in the Records wt, 
Prepare for each county agricultural conservation 
association in the State a separate RF-301 for each 
Price Adjustment Program in connection with which 
applications will be received from such county. 
Prepare RF-301 as follows: 


a» Enter in the spaces provided therefor in the upper 
right-hand corner of the form the State and county 
code and the name of the county. 


b. Enter in the space immediately preceding the word 
"Program" the name of the Bop i tap le program. 


Upon receipt from the receiving clerk of a transmittal of 
eapplicationg —= 


a» Enter in column (a) of RF-301 the lot numbers of the 
lots in such transmittal. The sheet number of 
NCR-314 is the lot mumber. 


b. Enter in column (b) of RF-301 the date of receipt of 
the applications. Such date may be obtained from the 
upper right-hand corner of NCR-314. 


c. Enter in column (c) the mumber of applications in 
each lot. 


d. In the case of a second or subsequent transmittal 
from a county, determine that the sheet mumber of 
the first sheet of NCR-314 is the next consecutive 
mumber after the last muamber listed on RF-301 for 
such county. In case of duplications of mimbers, 
change the numbers of the sheets in the transmittal 
just received so that all sheet numbers for the 
county are in consecutive order. If a mmber has 
been omitted, do not change the sheet numbers on 
the transmittal just received. In either case 
prepare RF-204 indicating thereon the nature of the 
discrepancy in the sheet numbers and send RF-204 to the 
Clearance Unit. 


ite 


e. If the word "Corretted" has been entered above the 
title of one of the sheets of NCR-314 in a second 
“Or subsequent. transmittal, make postings on RF-301 
for such sheet in red pencil. Do not include the 
red pencil entries in pee (co) in the total for 
such column. 


f. If the words "Supplemental", or "Corrected 
Supplemental" have been entered above the title 
_ of one of the sheets of NCR-314 in’ a second or 
. subsequent transmittal, make postings on RF-301 for 
such sheet in green pencil. Do not include the 
green pencil entries in column (c) inthe total for 
such column. 


Sign and enter the date in the spaces provided therefor 
in Section III of each sheet of NCR-314 and place the 
original of NCR-314 on top of the applications for such 
lot. 


Prepare RF-203 in duplicate as follows: 


a. Enter in the mse right- -~hand corner the State and 
county code. 


b. Enter the symbol "WPAP", "Gorn PAP", or "Gotton PAP", 
whichever is applicable, above the title of the form. 


c. Enter the words "Examination Unit" in the space 
following the words "Released to". 


d. Enter the date in the second line beneath the title 
of the forn. 


e. Enter in column (a) the lot mumbers of the lots in 
the transmittal. 


f. Enter in column (b) the mmber of applications in 
escn Lot. 


g. Meke no entries in columns (c) to (g), inclusive. 
Obtain the signature of 9 representative of the Examination 
Unit, on the origina] of RF-203. Retain the original of 


such form in the Records Unit. 


Release the lots, together with the originals of NCR-314, 
and the copy of RF-203 to the Examination Unit. 


ae | 
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When a transmittal of "Corrected", "*upplemental", or 
"Corrected Supplemental" applications is received, the 
State office copy of the original application shall be 
withdrawn and attached to the "Corrected", "Supplemental" 
or "Corrected Supplemental" application. Enter the ad- 
ministrative number and D. 0. Voucher mmber in the upper 
left hand corner of the State office copy of the original 
application. 


Transmittals of "Corrected", "Supplemental", or 

"Corrected Supplemental" applications shall be released 
directly to the Clearance Unit. Enter the words "Glearance 
Unit" in lieu of the words "Examination Unit" on the RF-2032 
Prepared in connection therewith. 


Complete postings on RF~301 as follows: 


ae Upon receipt of Forms RF-203 showing the release of 
applications to the Payment Schedule Unit, enter the 
number of APS suspensions in column (d) of RF-301. 


b. Upon receipt of Forms RF-203 showing the release of 
applications to the General Accounting Preaudit Office, 
enter in column (e) of RF-301 the date such forms were 
releas«d and enter in column (f) the mmber of appli- 
cations released. 


ce. The entry in column (4) plus the entry in column (f) 
must equal the entry in column (c) for each lot. 


d. Upon receipt of Forms 1064 and preaudit difference 
statements, if any, from the General Accounting 
Preaudit Office -- 


(1) Enter in column (g) the number of GAPO suspensions. 


(2) Enter the farm mumber of ench suspended cage, in 
Section IV of NCR-314, and enter at the bottom of 
the form in the space provided therefor the total 
number of GAPO suspensions. 


(3) Release Form 1064 and one copy of the preaudit 
difference statement to the State accountant. _ 
Release the original and one copy of the presaudit 
difference statement to the Clearance Unit. 


Upon receipt of Form ACP-91 and Form 1064 from the 
Disbursing Office -- 


(1) Enter in column (h) the D. 0. Voucher No. on 
Form 1064. 


(2) Enter in column (i) the date the voucher was paid. 


wk ps 


(3) Release Forms ACP-91 and 1064 to the State 


eccountant.- 


10, When the reason Por ie suspension oe, a case has been 
removed in tae State office or it. has: been determined 
that the suspension was unwarranted, such cases will be 
Seige o, to the record clerk. 


Ae pieneke NCR-314 for such cases as follows: 


(Ay 


(2) 


(3) 


(4) 


(5) 


(5) 


(7) 


Enter the State and county code in the upper 
right—hond corner in the space PER oe 


therefor. 


Enter the date of preparation in the space. 
xbove the words "Date Received". 


Enter the word "whent", "corn", or "cotton", 
whichever is applicable, in the sprce immediately 


preceding the Sa Be ees Adjustment Program". 


Enter the name of the State and county in the 
spaces provided therefor. 


enter tne sheet number in the ‘space provided 
therefor. The first sheet (lot) number for a 
county shall be 301 for casés involving APS 
suspensions of regular applications, 1401 for 
cases involving APS suspensions of supplemental 
applications, 501 for cases involving GAPO 
suspensions of regular applications and 1501 
for cases involving GAPO suspensions of supple- 
mental applications. Subsequent lots in any 
series shall be numbered consecutively in such 
series for such county. 


Enter in Section I the form mumbers of the 
applicationsincluded in the lot. 


Enter in the space immediately below Section I 
the totel mumber of applications included in 
the lot. 


be Post data from such NCR-314 on RF-301 in red for 
lots in the 300 and 500 series and in green for lots 
in the 1300 snd 1500 series. 


c. After Form NCR-314 has been prepared, prepare RF~203 » 
in duplicate as follows: 


Lats 


te. 
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aN Ot ee 


(1) Enter in the upper right-hand corner the State and 
county code. 


(2) Enter the symbol "WPAP", "Corn PAP", or "Cotton PAP", 
whichever is applicable, above the title of the form. 


(3) Enter the words "Payment Schedule Unit" after the 
words "Released to". 


(4) Enter the date in the second line beneath the title 
of the form. 


(5) Enter in column (a) the sheet number assigned to 
NCR-214, 


(€) Enter in column (b) the number of applications in 
the Lot. 


d. Obtain the signature of a representative of the Payment 
Schedule Unit in the space provided therefor on the 
original RF-203. 


e. Release the applications, together with the copy of 
RF-203 and NCR-314, to the Payment Schedule Unit. 


Upon receipt of the yellow copies of applications from the 
Computation Unit, stamp such copies "Original forwarded to 
GAPO" and file such copies in county and frerm nuaber order 
in a separate file for each 1939 Price Adjustment Program. 


Maintain a master office record for each county association 
in connection with each Price Adjustment Program. Such 
records shall consist of Forms NCR-314 and RF-~203. 


Three times each month prepare NCR-331 in duplicate. The 
first report shall be for the period of the lst to the 10th, 
inclusive; the second report shall be for the period of the 
llth to the 20th, inclusive, and the third report shall cover 
the remainder of the month. If more than one program is being 
handled in the Application for Payment Section at the same 
time, the data for all of such programs shall be included 
on one NCR-331. Mail the original to the Director 

of the North Central Division immediately after the close 
of the last day of each period. The NCR-331 shall not be 
transmitted with any other reports, letters, memoranda, or 
enclosures. 


When preparing NCR-331, the necessary data may be taken 
either from RF-301 or from the originals of Forms RF~203. 

If the latter method is used, it will be necessary to 
identify each lot. which includes cases which were suspended 
from a previous transmittal and which were resubmitted by 


PO; 


see eg 


the county office. Otherwise, the entries in Section I, 
item 3, and Section II, item 7, will not be accurate. 
Such lots may be identified by prefirying the lot numbers 
with the letter "C" on each RF-203 listing lots of 
applications released to the General Accounting Preaudit 
Office, 


Prepare NCR-331 as follows: - 


a. inter in the upver right-hand corner the name of the 
State. 


b. Enter in the space provided beneath the title of the 
form the inclusive dates of the period covered. 


c. Make no entries in Section I fzr the 1939 Price Adjust- 
ment Program. 


d. If NCR-331 is prepared from RF~203, make entries in 
columns (b) and (c) of Section II for the 1939 Wheat 
Price Adjustment Program as follows: 


(1) Enter on line 3, column (b), the number of 
applications for payment received from county 
offices during the period. 


(2) Enter on line 4, column (b), the number of 
applications for payment suspended in the 
Application for Payment Section during the 
period. 


(3) Enter on line 5, column (b), the number of . 
applications for payment released to the General 
Accounting Presudit Office during the period. 


(4) Enter on line 6,* column (bd), the number of . 
applications for payment suspended by the General 
Accounting Preavdit Office during the period. 


(5) Enter on line 7, column (b), the wise of appli- 
cations for payment suspended in the Application 
for Payment Section and transnitted to the 
General Accounting Prenudit Office, 


(6) Enter on line 8, colum (b), the nunber of 
applications for paynent suspended by the General 
Accounting Preaudit Office and resubmitted to 
that office. 


(7) Obtain entries for column (c) by adding the 
entry in column (b) for the current period 
to the entry in column (c) for the previous 
period. 


a, ons 


If NCR-2331 is prepared from RF-203 in connection 
with the 1939 Corn Price Adjustment Program, 

meke entries in columns (d) and (e) of Section II 
in the same manner as entries are made in 
columns (b) and (c) in connection with the 1939 
Wheat Price Adjustment Program. 


If NCR~331 is prepared from RF~203 in connection 
with the 1939 Cotton Price Adjustment Program, 
enter the symbol "Cotton PAP" above columns (f) 
and (2) of Section II. Malte entries in such 
columns in the same manner as entries are made 
in columns (b) and (c) in connection with the 
1°39 Wheat Price Adjustment Program. 


I¢ NCR-331 is prepared from RF-301 rather than 
from R¥~205, it may be edvisable to ebtein entries 
for ‘the "Total" columns for the current period 
and then obtain entries for the "Pariod" aolumns 
for such report by subtracting trom tae entries 

in the "Totel" columns the corresponding entries 
in the "Total columng for the previous repors. 


Make entries in Section III as follows: 


(1) Enter on line 1 in columns (2) to (f), inclusive, 
the largest number of persons employed at any 
time during the period in the various units of 
the application for Payment Section on all pro- 
grams in connection with which NCR~331 is prepared. 
If a person was employed for a part of a period in 
one unit and for the balance of tne period in 
another unit, such person shall be considered as 
having been employed in both units. It may be 
advisable for the persons in charge of the various 
units to submit daily reports to the person in 
charge of the Afrlication for Payment Section, 
showing the greatest number of persons employed 
during the day and the number of clerk hours 
worked by such persons in the unit, in order 
that an accurate record of the personnel employed 
in each unit may be obtained. 


(2) Enter on line 1, colum (g), the lergest number 
of persons employed in the Application for 
Payment Section during the period, This entry 
may be less but cannot be more than the sum 
of the entries on line 1, columns (a) to (f), 
inclusive. 


each aharier orke a par | 

the period, This figure may be « c ec by 
adding the clerk hours worked in the variot 
units as submitted on daily reports, 


Bib 


re ncptene! on line 2, column Ge. the total of the” e ha 
entries on line 2, columns CRB a ee (2) incl sive, 
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The personne] of the Examination Unit shall consist of examination 


‘clerks who ghall use blue pencil. 


ERRORS, CORRECTIONS, AND OMISSIONS 


If in the examination of an application an error is found, prepare 
and attach Ri-204 to such application indicating thereon the nature of the 
error, Indicate on RF~204 the entry as corrected and the incorrect entry. 


In examining an application, the duplicate copy as well as the 
original must be examined to determine that they are in agreement. 
However, signatures appearing in Sections III. and IV of the original 
need not have been entered on the copy. Any properly initialed cor- 
rections appearing on the original which have not been entered by the 
county committee on the copy shall be entered on the copy in the State 
office and initialed by the clerk making such corrections. The county 
committee should be notified to make such corrections on the county office 
copy of the application. 


if the date appearing in Section IV of the original has not been 


entered on the copy, such date shall be entered on the copy and initialed 


by the clerk making such entry. 


Complete the examination of applications even though such forms are 
to be suspended. 


INITIALS 


Hach correction appearing in Section I or in Section III must be 
initialed by each applicant whose payment is affected thereby. All other 
corrections appearing on an application must have been initialed by the 
county committeeman whose signature appears in Section IV, 


I, Instructions for Exanination of Applications. 
a VE ROT Navion of Applications 


1, Determine that no entries appear in the spaces for serial number 
and for transnittal number. 


«. Make the following detcrminations with respect to Section I, 


a.. Determine that item 2 is equal to.the applicable entry 
in column 29 of NCR-309. Check the entry in column 39 
if it agrees with the entry in Section Pe utemio, If, 
check has already been entered in colunn 39, prepare 


ered 


and attach RF-204 to such application indicating that 
such application isa Saphs ceret 


Determine that item 3 is equal, ‘ko. “the applicable entry in 
column 40 of NCR-3ZO9, 


If item.1 is greater than item 2 make no further examina- 
tion with respect to the application. Prepare and attach 
RF-204 to such application indicating that it is a "No 
Payment" case. 


Make the following determinations with respect to Section Il, 


ny 
t 


Make the following determinations with respect to Section III, 


Ge 
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If the entry in item 1 of Section I is other than zero 
determine that no entries have been made in Section Bs 


If the word "Yes" has been entered in item 1, detcrmine 
that no entry has been made in item 2. 


If the word "No" has been entered in item 1, determine 
that the word "Yes" has been entercd in item 2, 


If the word "No" has been entered in both items 1 and ¢ 
and if the entry in item 1 of Section I is zero, make 

no further examination of the application. Prepare and 
attach RF-204 to such application, indicating that it is 
a "No peyment" case. 


Determine that no deletions or alterations have been made 
in any of the printed matter on the application. 


Determine that acceptable signatures have been affixed in 
Section III of each application. The signature of the 
applicant in Section III of the application should be in 
the seme style as the printed name of such applicant. 
However, if any of the following examples of difference 
between printed names and signatures appear on an appli- 
cation, such form should not be suspended. 


Printed Name Signature 
J. Doe John Doe 

or Jno. Doe 
John Doe Jno. Doe 

or John A. Doe ’ 
Mrs. Sareh Smith Sarah Smith 
Jones and Smith, | Jones and Smith 


a partnership by John Smith, a partner 


Printed Name i¢+ Signature 
J. Doe, Aam. of SP Uoenedos, Adm. of 


Re Boe hetate) a © So meme paitherkstate of 
- Richard Roe, Deceased 


Joe Willington eS ep Joe Wilington 


If any of the following examples of difference between 
typed names and signatures appear on an application such 
form shall be suspended. 


Printed Name Signature 


‘John Doe J, Doe 
or J. A. Doe 
Mrs. John Smith Mrs. Mary Smith 
or Mary Smith 
Jones and Smith John Smith 
Tom Welsh Tom Welch 


Requirements for signatures of individuals, cosigners, and 
sole proprietorships are set forth in Section A of ACP-16. 


If the signature of any applicant was affixed by mark or in 
other than English script, determine that such signature 
has been witnessed by at least one disinterested person 
whose signature is in English script, in the original, and 
handwritten, 


If the signature in Section III of an application is that 
of a person acting ina representative or fiduciary capacity 
other than that of agent, determine that such person has dis- 
closed (in his signature) the principal or entity for whom 
he igs acting and has indicated the capacity in which he is 
acting. In the case of an agent representing an estate or 
the heirs of an estate, his signature may be regarded as 
acceptable if followed by the words NAgent of the estate of 
___, deceased" or "Arent of the heirs of 

, deceased." Examples of acceptable sig- 
natures of persons acting in representative or fiduciary 
capacities are set forth in Section B of ACP-16. 


Determine that an adequate mailing address has been entered 
below the name of each applicant. 


Determine the name of the payee as such name should appear 


on the check issued as payment under the application. If 
the printed name of the applicant in the space provided 
therefor in Section III of the application is in the 
style in which such name should apoear on the check, such 


a a 


printed name shall be used as a designation of the payee. 
If such name is not readily legible or if any change is 
necessary in the style of the name, either print the 

name of the payee on a slip of paper and staple such slip 
of paper to the application over the printed name of the 
applicant, or bracket that portion of the name which should 
not appear upon the check. The names of payees as they 
should appear on checks are as follows: 


(1) In the case of an individual, the name shall be in 
the same style as the signature of the applicant. 


Example: Name Payee 
John H, Doe John H, Doe 


(2) In the case of cosigners the names of such cosigners 
shall appear one above the other in the same style 
as the signatures of the applicants, separated by the 
word "and." 


Example: Neme ' ‘Payee 
John H, Doe John H. Doe 


Richard Roe and Richard Roe 


(3) In the cnse of a sole proprietorship, the name of the 
payee shall be the name of the sole proprietorship. 


Example: Name Payee 
ABC Company ABC Company 
by John Doe 


Sole Proprietor 


(4) In the case of a partnership, the name of the payee 
shall be the nome of the partnership. 


Example: Neme Payee 


ee Se 


Jones and Smith Jones and Smith “4 
by John Smith, 
a partner. 


(5) In the case of a corporation, the name of the payee 
shall be the name of the corporation. 


Example: Name Payee , 


Ki Diu GOye NG. Ae UO ere 
by John Doe, Pres. 


(6) In the case of an administrator, executor, guardian, 
or committee, the name of the payee shall be shown 
in three lines. The name of the administrator, 
executor, guardian, or committee, and the title 
(abbreviated) shall apvear in the first line. The 
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words “of the estate of" shall eppear in the second 
line. The name of the deceased, incompetent, or 
minor, together with the designation "deceased", 
"incompetent", or "minor" (abbreviated) shall 
appear in the third line. 


Examples: Nane - Payce 


John Smith, Executor John Smith, Exec. 
of the estate of of the estate of 
F, Smith, deceased fF. Smith, Dec. 


John Smith Estate Janes Smith, Adm. 
by Janes Smith, Adm. of the estate of 
Jonson, Lec. 


John Doe, Guardian John Doe, Gdn. 
of Richard Roe, In—- of the estate of 
competent Richard Roe, Incon. 


(7) In the case of a receiver, trustee, or liquidator the 
nane of the payee shall appear in two lines. The nane 
of the receiver, trustce, or liquidator and hig title 
shall appear in the first line. The name of the bank or 
institution or other entity for which the receiver, 
trustee, or liquidator is acting shall appear at tae 
second line, or the second and third line, it “the 
third line is necessary. 


Exanple Nane Payec 


Richard Roc, Receiver Richard Roe, Rec. 
for City National for City Nat. Bank 
Bank of Elkton, 111. of Bikton, S12, 


(8) In the case of a State, county or municipality, or agency 
thereof, the name of the payee shall be the name of such 
State, county, municipality, or agency. 


Exenples: Nane : Payee 


State of South Dalkots Rural Credit Board 
by and through its of South Dakota 
Rural Credit Board, 

John Doe, Sup. 


Douglass County, Mych. Douglas County, Mich. 
by John Doe, 
County Comniissioner, 


g. If any person whose nane hns been printed in Section III 
has not signed the application, there nust be attached to the 
application a statenent signed by the county connittecnan 


fle 
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Te 
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who signed in Section IV sctting forth the roason for che 
failure to obtain such person's signature. 


Circ¥e the anount appearing in the. "Amount" column 
opposite tho name of any person when 


(1) Such person has failed to sign the application. 


(2) RF-202 is attuched to the application indicating 
that such person is indebted to any Governnental 
agency othor than tho Department of Agriculture, 


Determine that entries have been nade in the "Share" and 
"Anount" colurnns opposite the name of each applicant. 


Determine that a member of, the: county conmittee, other thag 
the applicant, has signed in: Section IV of the application 
and that a date has beon entered to the left of such signature, 


Prepare ang attach RF-204 to each application to which 
RF-202 is attached, 


Upon completion of the exanination work in connection with all 
applications in the lot, sign and enter the date in the 

spaces provided therefor in Section III of NOR314 and release 
all forms to the person designated to release transnittals 


‘to the Cortputation Unit. 


Instructions for the Release of Transnittals. 


Prepare RF-203 in duplicate as follows; 


Qe 


3 


De 


Ce 


Enter in the upper right-hand corner the State and county code, 


Enter the symbol "WRAP", "Com PAP", or "Cotton PAP", whicha 
ever is applicable, above the title of the form, 


Enter the words "Computation Unit" after the words "Released 
to" and enter the date beneath the title of the forn. 


Enter in column (a) the numbers of the lots in the transnittal, 


Enter in colurm (b) the nunber of applications in cach lot. 


Release all applications together with the copy of RF-203 and 
NCR-314 to the Computation Unit. Obtain the signature of a 
representative of the Computation Unit in the space provided 
on the original REF~203 and rolcase the original of REF-203 to 


a 
tho 


record clork in the Rocorde] Unit 
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The personnel of the Computation Unit shall consist of computing ~ 
clerks who shall use red pencil. 


ERRORS AND CORRECTIONS 


Any error which affects the amount of payment due under an appli- 
cation by not more than $0.10 need not be corrected. 


Any error which affects the amount of payment due under the appli- 
cation by more than $0.10 shall be corrected by drawing a line through 


the incorrect entry in a manner that will leave the original entry legible, 


and entering the correct entry in the nearest available space. All.cor- 
rections must be made on both the original and the duplicate copy of the 
form on which the error appears. Prepare and attach RF-204 to every case 
in connection with which a correction is made. 


If an RF-204 has been attached because of an error on the applica- 
tion, other than in item 2 or 3 of Section I, the application shall 
be computed and any additional errors should be listed on RF-204. 


FRACTIONS 


All computations shall be carried to four decimal places and 
rounded to two decimal places. If a computation results in a number > 
which contains more than four decimal places, disregard all figures 
beyond the fourth decimal place. In rounding numbers to two decimal 
places, fractions amounting to fifty thousandths (0.0050) or less shall 
be dropped and fractions amounting to fity-one thousandths (0.0051) 
or more shall be considered as a hundredth of a unit. For example, if 
the result of a computation is 


(a) $8.4750, enter $8.47. 
(db) $8.4751, enter $8.48. 
I. Instructions to Computing Clerks for Verifying Computations. 
1. Review computations in Section I as follows: 
a. Obtain item 4 by multiplying item 3 by $0.11, in the 
case of wheat, $0.06 in the case of corn, and $0.016 in the 


case of cotton. 


b. Obtain item 5 by multiplying item 2 by item 4. 


ni woes 


2, Determine that the sum of the shares entered in the "Share" - 
column of Section III equals 100.0. 

3. Compute the payment for each applicant listed in Section III 
by miltiplying the entry in the "Share" column for each 
applicant by the "Gross Farm Payment" entered in Section iy 


item 5. 
ali. Instructions for the ‘Release of Transmittals. 


1. Enter in Section II of NCR-314 for each lot the farm numbers 
of the suspended cases in such lot. Unter the total number 
of cases listed in Section II in the space provided therefor. 


2. Prepare : RF-203 in triplicate as follows: 


a. Enter in the upper right-hand corner the State and 
county code. . vA 


b. Enter the symbol: "WPAP", "Corn PAP", or "Cotton PAP" 
whichever is applicable, above the title. of the form, 


c. Enter the words "Payment Schedule Unit and Clearance Unit" 
after the words "Released to % 


d. Enter the date in the second line beneath the title of the 
form. 


e. Enter in colum (a) the numbers of the lots in the, trane= 
mittal, 


f. Enter in column (bo) the number of applications in each lot 
which are being released to the Payment Schedule Unit. 


g. Enter in column (c) the number of suspended cases in 
each lot, and enter in columns CA) wh elects eee (g) 
the farm numbers of all suspended cases in the transmittal. 


3. Release the originel end the copy of all susperided applications 
together with the second copy of RF-~203 to the Clearance Unit. 
Obtain the signature of a representative of the Clearance Unit 
in the space provided on the original of RF-203. 


4, Separate the originals of all approved applications from the 
copies. Atenas pr 


5, Release the originals of all approved applications, together 
- with the first copy of RF-203 and NCR-314 to the Payment 
Schedule Unit. Obtain the signature of a representative 
of the Payment Schedule Unit in the space provided on the 
original RF-203 and release the copies of the approved ap- 
plications and the original of RF-203 to the record clerk 
in the Records Unit. 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADIUSTIENT ADMINISTRATION 


NORTH CENTRAL DIVISIOI | x MAR 31 
PART IV - PAYMENT SCHEDULE UNIT] ©‘ % Department of ju» 
olka Fe 


The personnel of the Payment Schedule Unit shall consist of 


clerks, typists, and review clerks, 


Instructions to Adding Clerks. 


on an adding machine or comptometer. 


Totals may be obtained 
the adding machine tape shall be 


If an adding machine is used, 
attached to the NCR-314 covering the lot for which totals are 
obtained. If a comptometer is used, enter the total on a slip 


of paper and attach such slip of paper to NOR-31l4, Label all 


totais. 


1, Obtain and verify the following totals: 


a, The number of applications in the lot. 


b. The number of payees for each lot. 


c. The unencirecled entries in the "Anount" column of Soction 
III for all applications in the lot. 


2. Whon all totals have been verified, sign ‘and enter the date 
in the spaces provided in Section III of FOR-314 and release 


the lot to a typist. 


y 


Instructions to Typists. 


1. Prepare Form ACP-91 in quintuple (original on ACP-~¢1 and 


four copies on ACP-9la) for each lot. 


a. Enter above the words "Continuation Sheet", the word 
WHEAT" "CORN" or "CORTON", whichever is applicable. 


vb. Enter in the soace following the word "State" the name 
of the State shown on NCR-314. 

c. Enter in the space following the word "County" the name 
of tne county shown on NCR-314. 

de 


the State and county code and lot number shown on NCH 


Enter in the space following the words Ree NOs 


Are 


eit 


f. 


After a set of Forms ACP-91 has oecn completed, prepare ACP-98 
in triplicate (original on ACP-92 and two copies on ACP~92a) 
for each lot. 
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Enter in the first space following the words "Sheet No." 
the sheet number beginning with number 1 for the first 
sheet of ACP-91 prepared for the lot, Enter in the second 
space, following the word Nofl the total number of sheets 
to be prepared for the lot. 


Enter in column (a) the farm number for each application in 
the lot. A farm number shall be entered for each payee or 
group of oayecs who are to receive a payment even though 
this may necessitate the repetition of farm numbCrse 


Enter in the left half of column (b) the name and address of | 
cach payee whose signature appears sn Section III and opposite) 
whose name there is an unencircled amount in the " Amount" | 
column. 


Enter in column (c) the amount shown in the "Amount" column, 
Section III for each payee whose name appears in column (»). 


Make no entries in column (4). 


Enter on the "Total" line of the last sheet of ACP-91 

in the lot the total of the amounts in column Cop a his 
anount will be shown on the adding machine tape or slip 
of paper attached to NOR-314, . 


Make no entry in the space for the D. O. Voucher No. 


Enter in the space following the words "Administrative 
No." the administrative number shown on ACP-91. 


Enter in the space following the word "Office" on the 
left-hand side of the form, the nane of the State office 
in which the form is being prepared. 


Enter in the space following the words "Prepared at" beneath 
the name of the office, the name of the city and State in 
which the State office is located. 


Enter in the space following the word "Cormodity", tho 
word "Wheat", "Corn", or "Cotton", whichever is applicable. 


Entor in the space provided therefor the number of applica- 
tions in the lot. 


Entor in tho central part of the form in the space provided 
thorofor tho name of the first payee shown on the first 


eae. 


sheet of ACP-91 for the lot. If more than one namo has been 
listed on ACP-91, enter the phrase "ot al." after the 
name of such payce. 


kh. Enter in.the spaces provided therefor in the certification 
the numbers of the first and last pages of the set of ACP-91. 


i. Enter in the space following the word Nagcregating" and 
following the dollar sign the amount shown on the "Total"line 
of the last sheet of ACP-91. Check this amount against the 
adding machine tape or slip of paper attached to NCR-3 4A, 


j. Enter in the space following the word "Date" the date of 
preparation of ACP-9<c, 


i. Enter in tho space following tne word "Title" the titic of 
the cortifying officer such as "Administrative Officer in 
Charge" or “Administrative Officor Acting in Charge, "! 


When Forms ACP-91 and ACP-92 have been completed for a lot, 
sign and enter the cate in the spaces provided therefor in 
Section Ill of MOR-Sl4 and release the lot to a review clerk, 


Upon receipt of Forms ACP-91 and ACP-92 from a review clerk, 
prepare Form 1064, Revised, in septuple (original and six copies). 
The transmittal will be divided into sroups having a nunber of 
lots which will contain approximately 300 payees. 


a. Enter above the title of Forn 1064 the word "WHEAT", "CORN", 
or "COTTON", whichever is applicable. 


bd. ZEntor in the space above the words "Department or Establish 
nent". the word "Agriculture." 


c, Enter in the space above the words "Burcau or Office” tho 
letters "A,A,A." and the name of the State office. 

ad. Entor in the space following the word "By" the nane "G.F,Allen, " 

e, Enter in the space above the words "Title or rank" tho words 
"Chief Disbursing Officer". ‘ 


f, Enter in the space above the word "Station" the name of the 
city and State in which the Regional Disbursing Office is 
located. 


g. Enter in the space following the word "Period" the name 
of the month in which it is expected that the payments 
scheduled on Form 1064 will be made. 


h, Enter in the space following the words "Symbol No." the 
symbol number of the assistant disbursing officer, The 


De 
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symbol numbers of the assistant disbursing officers serving 
the States in the North Central Region are as follows: 


States Served Dp, 0. Symbol No. 
Iowa, Wisconsin, aR 

Indiana, and Michigan 78-702 
Ohio 78-703 
Nebraska 78-705 
Minnesota and South Dakota 78-706 
Missouri 78-709 


Enter in the space following the words "Bureau Schedule 
No." the bureau schedule number, Obtain this number from 
the person in charge of the Payment Schedule Unit who shall 
naintain a register of bureau schedule numbers for the 

1939 Price Adjustment Program. Number the first schedule 
Nzo-pA.1", the second "39-PA-2", etc. 


Enter in the space following the word "Date" the date of 
preparation. 


Make no entries in the first two columns. 
Enter in the column entitled "Bureau or Office Voucher 


No." the administrative number shown on each sheet of 
Form ACP-92 covered by Form 1064, 


“After entering the administrative number for a set 


of Forms ACP-92, enter on the same line in the column 
entitled "Payee" the name of the payee as shown on such 
Form ACP~92. 


Enter to the right of the name of the payee in the column 
headed "Payee", the number of payees in the lot. This 
number is shown on the slip of paper attached to NCR 314. 


Enter in the column headed "Symbol of Appropriation or 
Fund", "12-1550(21).030", This symbol number need not 
be repeated. 


Enter in the column entitled "Amount" the amount entered in © 
the certification on ACP-92. 


Enter the word "Total" on the last line of Form 1064 and 
enter the total of the amounts in the column headed 
"Amount", on the last line of Form 1064 in the " Amount"! 
column, 


ri 


re Entor at tho bottom of the fot above the word "Title" the 
title of she certifying orice, 


iia. netructions.to Review Clorkes. 


le 


De 


Ge 


Te 


10. 


Review clcorks shall work in pairs. 


Upon roccipt of a lot from the typist, verify the name 
of the Stato and county on Form ACP-91 by chocking suc 
entrics against the corresponding data on NCR-314. 
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Detormince that tho correct administrative number has bocn 
ontered on ACP-91 by checking the State and county code rasa 
lot number on NCR 314. 


Verify the farm numbers on ACP-91 by checking such farn 


numbers against the farm numbers on the application in the lot. 


Verify the names and addresses of all persons whose names have 
been entered in column (b) by checking such data against the 
corresponding data on the applications. 


Verify the total in column (c) on the last sheet of ACP-91 
by adding the individual entries in such colunn, Cheek 
such total against the adding machine tape or slip of paper 
attached to NCR-314. 


Verify all entrics on ACP-92. 


If a large number of errors has beon made on a set of Tories, 
roturn the forns to the typist and have a now set prepared. 
Otherwise, make such corrections as aro noccssary. When a 
new set of forns has been prepared and reviewed in accordance 
with the instructions contained herein, the original set con- 
taining the errors shall be destroyed. 


After all forns have becn roviewed and found to be correci, 
snitial all Forms ACP-92 and ACP-92a in the lowor loft—hand 
corner, Sign and entor the date in the spaces provided 
therefor in Section III of NCR-314 and rolease the lot or 
lots with Forms ACP-91 and ACP-92 to a typist. 


Upon receipt of Form 1064 from the typist, check all cntrics 
on such form and correct any orrors which have beon naco. 
Initial all Forms 1064 in the lowor left-hand cornor, 

Rolease Forns 1064 and all lots covered by Forms 1064 to the 
person designated to release schedules to the General Accout- 
ing Preaudit Office. 


IV. Instructions for Release of Lots. 


1. 


When the review work in connection with all lots covered by 
Forn 1064 has been completed, the original Form 1064 shall be 


mee 


roferred to the State decduntant to be stamped "Funds available™) 
and thereafter the original of ACP~92 and tho original of Form 
1064 shall be signed by a certifying officer. When the forms 
have boon signed, detach the second copy of each shoct of 
AGP~91 in tho sot and the sccond copy of cach shoct of ACP-92 
in the sect and the second copy of Form 1064 and forward such 
forns to the State accountant. If the lot consists of cases 
which were proviously suspended by tho General Accounting 
Office, the lot number will be in the 500 scrics or 1500 
scrics and the original and one copy of a preaudit difference 
statenent should be attached to each case. Renove the copies 
of the preaudit difference statenents and forward then to the i 
State accountant with the copies of ACP-91, ACP-92, and Form 1064, 


~: 


Renove the carbon paper from all forms in the lot and withdraw the} 
following foris for the General Accounting Preaudit Office. 


ae Forn 1064 (original and five copics). Stamp on the third 
copy of Forn 1064 "Forward to Rocords and Accounts Section, 
A,A.A,, Washington, D. Cet 


b. ACP-92 (original and one copy) for each lot covered by 
Form 1064. 


c, ACP-91 (original and three copies) for cach lot covered by 
Form 1064. 


d. Originals of applications for paynent and related forms 
in cach lot covered by Forr 1064. 


oc, Fasten all of such forms in each lot oxcept Forn 1064 by 
means of an Acco fastenor or other comparable fastener. 


Prepare RF-203 in duplicate for each county, the code number 
of which appears on Form 1064, as follows: 


ae Enter the State and county code in the upper right-hand 
corner, 


b. Enter the synbol "WPAP"., "Corn PAP", or "Cotton PAP" 
above the title of the forn, 


c, Enter the words "General Accounting Preaudit Office" after 
the words "Release to". 


d. Bnter the date in the second line beneath the title of 
Teen Oma. 7 


e, Enter in colunn (a) the numbers of all lots for the 
county which are covered by Forn 1064. 


f. 


mide on 


Enter in column (b) the total number of applications in 
each lot, 


Release all forms enumerated in paragraph 2 above, togetnor 
with a copy of RF-203 to the Gencral Accounting Preaudit 
Office, 


Forward the original of RF-203 to the Racords Unit. 
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The personnel of the Clearance Unit shall consist of file 
clerks, correspondence clerks, typists, and stenographers, ©All clerks 
in this unit should become thoroughly. familiar with the instructions 
in Parts I to V, inclusive, of these, instructions and with all other 
bulletins and Wet ructione relating to the 1939 Price Adjustment 
Progran. 


CASES RETURNED To COUNTY 


Suspended cases may be cleared by returning them to the county 
office accompanied by letters or Forms RF-204, setting forth the nature 
of the errors and outlining the procedure necessary to clear such cases, 
The original of the suspended application should be returned to the 
county office whenever necessary but the State office file copy should 
be retained in the Clearance Unit wntil the application has been corrected 
and is ready for payment. County - committees shall be requested to return 
the original in every case even though a now application is prepared, 


f. Instructions to Fileo.Clerks, 


1, Stamp on the back of cach piece of mail received in the 
Clearance Unit the date of reccipt, 


2. When Forms RF-204 are received, ae een such forms to 
typists, 


3. All suspended cases roceived in the Clearance Unit will 
be listed on RF-203, Rotain all Forms RF-203 in a separate 
file by countics as a record of cases handled in the 
Clearance Unit. 


4, Assign suspended cascs to a correspondonce clerk who will 
prepare a letter to the county on cach suspended case 
which is to be returned for correction unless RF.204 is 
used in lieu of a letter, If a letter is prepared forward 
such letter to the person authorized to sign mail in the 
state office, 


5. If suspended cases are taken to the county office by a 
‘fieldman, indicate such fact on RF-203, 


tie 


10. 


Pa 


‘Then "Supplemental!" or "Corrected" applications are 


received, determine that the State office copy of the 
original application is attached before assigning such 
Cases to a correspondence clerik,. 


Upon receipt of a reply to correspondence relative to a 
suspended case match such reply with the suspended case to 
which it relates and assign such suspended case to a corre- 
spondence clerk, Whenever possible, assign a suspended case 
for which a reply is reccived to the correspondence clerk” 
who previously handled the case, : 
Ypen receipt.of the.original of RF-202 from the ‘county 
office, attach’such form to' the application to which it 
relates and assign the case to a correspondence clork, 


If a correspondence clerk finds that the suspension’ of any 
case was unwarranted or if the cause for the suspension of 
any case is removed without rcturning such case to the 
county office, such correspondence clerk will enter the 
notation "Suspension unwarranted" or "Causo for suspension 
removed", as the’ case.may be, on the RF-204 attachcd to 
such case and return such case to the filo Clerk, Forward 
such cases to the Record Clerk in the Records Unit. 


Maintain a goncral county file for each county, Pace aye 
such file, copies of all letters, Forms RF-204, and Forms. 
RF~205 mailed to the county office, 


Instructions to Correspondence Clerks, 
SR a i RN IN LES | WE ROMS 


i. 


Upon receipt of suspended cascs examine such cases to 
cetermine whether they should be returned to the county 
office and if so whether it is necessary to write a 
letter to explain the reason for suspension or whether a 
copy of RF-204 will furnish an adequate explanation of 
the reason for suspension, 


If it is determined that a suspension is unwarranted, write 
the words "Suspension unwarranted" on the RF-204 attached 

to such case and obtain the initials of the person in charge 
of the Clearance Unit on such RF-204, after which the 
suspended case may be released to the file clerk, 


If it is not deemed necessary to return a suspended case to 

the county office, take.such steps as are necessary to obtain 
the information needed to clear the case. When such information 
is obtained write the words "Suspension removed" on RF-204 and 
after obtaining the initials of the person in charge of the 
Clearance Unit, release such case to the file clerk, 


=~ ee 


When ‘RF-204 is to be used in lieu of a letter, release the 
RF-<04 to a typist in order that a typewritten copy of such 
form may be prepared, ‘When the case is returned by the 


typist, release such case to the file clerk. 


If an APS suspension is corrected in the State office and 

such correction results in an increase in the payment under 
the application of more than $0.10, return such application 
to the county office in order that the corrections thereou 


‘hay be initialed by each person whose payment is affected 


by such correction, If an application is corrected in the 
State office and such correction results ina decrease in 
payment under the application of more than $0.10, a letter 
shall be prepared in quadruplicate addressed to the person 
whose payment is reduced informing him that his payment has 
been reduced to $ » Such person shall also be 
advised that the payment in the reduced amount has been 
approved by the State committee and that the application is 
being forvarded to the General Accounting Office for preaudits 
Such letter ghall be signed on behalf of the State committee 
and shall be distributed as follows: 


a Original to applicant. 
be First copy to county committee, 


C. Second copy to be attached to original application. 
d. Third copy to be attached to the file copy or 
application, 


Upon receipt of a GAPO suspension exanine such case to determine 
the reason therefor, If such Suspension is due to an error in 
computation and the correction thereof results in a decrease in 
payment of more than $0.10, a letter shall be prepared in 
quadruplicate addressed to the applicant, informing hin that 

the payment under the application has been reduced to $ ° 
Distribute such letter as set forth in paragraph 5 of this 
Section II, Prepare a reply to the preaudit difference state- 
ment attached to such case and release it to the file Clerk, 

If the correction of the error in computation results in an 
increase in payment of more than $0.10, prepare a now appli- 
cation and forward such application to the county: Otiige, fox 
signaturcs, When the correctod application is signed and 
returned, prepare a reply to the preaudit difference statenent 
and release, the case tc the file clork, If tho General Accounting 
Office suspension is due to an crror of any other kind, cxamine 
the cause for suspension and take appropriate steps to clear the 
case for payment. In all cases, prepare a reply to the preaudit 
difference statement attached to the case before returning it 

to the file clerk for resubmittal to the General Accounting 
Preaudit Office, 


- 


When "Supplemental" applications are received accompanied 
by the State office copy of the original application, 
proceed as follows: . 


a. Determine that the data on the "Supplemental" application 
are the sane as the data on the State office copy of 
the original application. 


be Encircle the entries-in the "Amount" column of Section II1 
for. all persons who were paid on the original application 
end for all persons who were not paid on the orisinal 
application and who are not making claim for payment on 
_the supplemental application, 


c. . Determine that there is-entered on the State office copy 
of the original application the administrative number and 
the D. 0. voucher number of the vouchér covering the pay-— 
ments approved on the original application. 


d. fransmit the original of the supplemental application 
together with the State office copy of the original 
application for payment to tne Payment Schedule Unit 
for scheduling in the regular manner, 


e. Forward the copy of the supplemental application to 
the file clerk in the Records Unit. 


Ud 
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Upon receipt of an application to which the original of 
RF-202 is attached, proceed as follows: : 


a If it is definitely, determined that the applicant and 
the debtor are not the same person, or if it is 
definitely determined that the applicant is no longer 
indebted to the U. 8, Government, write the words 
"Suspension unwarranted" on the RF-204 attached to the 
case, Obtain the initials of the person in charge of 
the Clearance Unit on such RF-204 and release the 
suspended case to the file clerk. 


b, If it is definitely detcrmined that the applicant is 
indebted to the U. §. Government, the case will be 
handled in accordance with the instructions in Part V (a) 
of tnis procedures 


c, If there is some question as to whether the applicant 
is indebted to the U. 8. Government or as to the anount 
of his indebtedness, the case will be handled in 
accordance with the instructions in Part V(a) of this 
procedure, 


Claim and adjustment cases shall be handled in accordance 
with the instructions in Part V(b) of this procedure. 
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Paynents for Indebtedness to United States. 


2, GEla ORAL | INSTRUCTIONS 


ie PURSOMEL - All cascs Seve lrine set-off ere bo handled by 
the clorks in the Clearance Unit who handle casos involving 
| returned ehucket refunds, elains, adjustments, and othor 
| related mattors. 
| B. DEFINITIONS: - As used in these inst nAT. seienien the faqllowing 
; terms shall have the folloving neanings:: 


| ie APPLICART means a person who supe etted: an apolication 
| under the 1°39 Price Adjustnent Progran. 


2. DEBTOR neans a person who is indebted to the United 
States Government and whose name apnears on the Resistor 
of Indebtedness, 


| 


3. IwlEBTED TO. THE AAA mcahs indcbted.to the United 
States Governnont by phe of an overpaynent under a 
comodity contract, 1935 Cotton Price Adjustment Appli- 
cation, uerads bie eens Adjustnent Application, .1936 
Application for Payment, 1937 Application for Paynent, 
1938 Application’ for Paynent, 1937 Sugar Beet Application 


for Paynent; 1938 Sugar Beet Application for Paynent. 


4, INDEBTED. TO TEE FCA means indebted to the United States 
Govermnent by virtue of an unpaid loan obtained fron the 
Harm. Credit Adninistration or other Government 1.nding 
agency under its supervision, or from the Conmodity Credit 


Corporation, 


> 


oP IPDEBTAD TO FSA neans indebted to the United States 


Governncent by Site ee an unpaid loan obtained fron the 
Harn Security Adninistration. 


6. HCI SIBy OF Nee SDNESS neans Form C-1110, as supplementcd 
and anended by 0-1110, Supploment A, which is subnitted to 
each State office showing the nanes of persons: who are 

indebted to the United States Governnent. 


ee 


%, ACP-25 means Form ACP-25, entitled "Voucher for Agricultural 
Conservation Payments Subject to Deductions for Claimant's 
Indebtedness," This form is used to schedule payments to 
applicants wno are indebted to the Farm Credit Administration. 


ee eee 


8, ACP-26 means Form ACP-26, entitled "Receipt in Lieu of Form 


Application for Payment", This form will be submitted to the 
General Accounting Preaudit Office with the voucher forms and 
the application when one or more of tho applicants who signed 
tho application are indebted to a governmental agency other 
than the AAA or when information with respect to the indebtcd~ 
ness of one or more of the applicants who signed the appli- 
cation cannot be roadily ascertained, and one or more of the 
applicants who signed such application are not indebted. 


9, ACP-27 means Form ACP~27, entitled "Facing Sheet for Form 
Application For Payment." This form will be submitted to the 
General Accounting Preaudit Office with the application in 
cases where ACP~26 is used, 


10. FORM 39a means the administrative copy of Form 39 which is 
used by the General Accounting Office in effecting direct 
settlements. 


11. FORM-AAA~367 means the form which is used to notify the 
State office that a direct settlement has been offected by 
the General Accounting Office. Such form is a true copy 
of Form 39a, 


12. AAA-372 means the form entitled "Producer's Request for 
Sct-off." This form is used by an applicant to authorize 
a set-off of part or all of his payments to liquidate his 
indebtedness to the United States Government, 


13. Form 1096 means Standard Form No. 1096, entitled "Schedule 
of Voucher Deductions," This form is used to schedule all 
amounts due the Agricultural Adjustment Administration or 
the Farm Security Administration which are being set off 
by means of a check authorized in favor of the Treasurer of 
the United States. 


BASIC DATA FOR MAKING SET-OFFS 


The basic data for making sct-offs shall be obtaincd 
from the Registor of Indebtedness. The Registor of Indebtcdness 
shall be kept current at all times so as to reflect accurately 
the status of all cases involving indebtedness to the United 
States Government. The Register of Indebtedness shows the 
status of the indebtedness of various debtors as of September 27, 
1938, Periodically, the Comptroller of the A.A.A, will transmit 
to each State office, Forms C-1110, Supplement A, containing data 
which are to be used in supplementing or correcting the Register 
of Indebtedness, Also from time to timo there will be received in 


rage ae 


the State office Forms AAA+372 requesting that set-offs be made 
from payments due applicants. The data shown on C-1110, Supplement 
A, and the data shown on AAA+372 shall be entered on the Register 
of. Indebtedness upon the date of réceipt of such forms. The names 
-of new debtors shall be entered on’the Register of Indebtedness, 
alphabetically by, countics, so as to facilitate checking. When 

the data from AAA-372 have been entered on the Register of Indebt— 
edness, indicate thereon opposite the name of the debtor, "ANA~37 2" 
and indicate the agency or Department to whom the applicant is 
indebted: for example, "FSA" 6r "FCA", etc. "i 


‘ In addition to the foregoing corrections and supplements 
to the Register of Indebtedness, there shall be entered thereon 
data pertaining to any indebtedness under the 1936, 1937, and 1938 
Agricultural Conservation Programs; the 1935 and 1937 Cotton Price 
Adjustment Programs; and the 1937 and 1938 Sugar Beet Programse 


The Register of Indebtedness and the supplements thereto 
are certified by the Comptroller of the A.A.A., and it may be 
assumed that the data thereon are correct, If there is eviden ce 
tending to show that the data are incorrect, the matter shall be 
referred to the Director of the North Central Division for 
determination, 


MIMIMUM AMOUNT OF SET-OFF - No set-off shall be made against a 
payment due an applicant under the 1939 Price Adjustment Program 
if the amount of such applicant's indebtedness as shown on the 
Register of Indebtedness is less than fifty cents ($0.50). 


ORDER OF PRIORITY IN-HANDLING SET-OFFS AND ASSIGNMENTS - In a 
number of cases applicants under the 1939 Price Adjustment Program 
may be found to be indebted to more than one governmental agency, 
or may be indebted to the Agricultural Adjustment Administration 
by reason of overpayments under aifferent-appropriations. In 

such cases set-offs shall te made in the following order: 


1, Failure to distribute 1935 Cotton Price Adjustment Payments. 

2, Overpayment under Agricultural Conservation Program. 

3, Overpayment under 1935 or 1937 Cotton Price Adjustment Program. 
4, Overpayment under Sugar Beet Program. . 

5, Overpayment under commodity contract. . 

6, Delinguent loan from Farm Security Adninistration. 

7%, Delinquent loan from Farm Oredit Administration. 


The foregoing order of priority shall te effective notwith- 
standing that the applicant may have indicated a different 
order of priority on the AAA-372 which he executede 

CASES WHERE THE APPLICANT AND DEBTOR ARE NOT THE SAME 

1. Debtor deceased 


a, Administration upon debtor's estate - Where the payment 
out of which the indebtedness arose was made to a party 


Be 


5e 


be 
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who has sinde died, the amount. due may be set off 
against the payment due the administrator or executor 
of the estate of the deceased as such for performance 
rendered by either the deceased or by the administrator 
or oxecutor of the deccdent!s estate. ! 


b. No administration upon debtor's estate ~ 


(1) Performance rendered by deceased -- Where the 
payment out of which the indebtcdness arose was 
made to a party who has since dicd, the amount due 
may be set off against the payment due the heits 
of tho decedent for performance rendered by the 
deceased. iy 


(2) Porformance rendored by the heirs -=- Where the 
payment out of which the indebtedness arose was 
made to a party who has since died, the amount due 
may not be set off against the payments due the 
heirs of the decedent for performance rendered by 
the heirs. 


Debtor declared incompetent -- Where the payment out of which 
the indebtedness aros® was made to a party who has since been 
declared incompetent by a court of competent jurisdiction, 
the amount due may be set off against the payments due the 


. guardian or committee of the incompetent's estate for perform- 


ance rendered by either the incompetent or the guardian or 
committee of the incompetent's estate. 


Debtor a partnership ~~ Where the payment out of which 
the indebtedness arose was made to a partnership, the 


amount due may be set off against the payment due one of 
the partners for performance rendered by such partner. 


Debtor a partner ~- Where the payment out of which the 
indebtcdness arose was made to a partner in his individual 
capacity, the amount due may be set off against the payment 
due the partnership only to the extent of such partnor's 
interest therein. 


Debtor coowners or coproducers -—- Where the payment out of 
which the indebtcdness arose was made to coproducecrs or 
coowners, the amount duc may be sct off against the paynents 
due one of such coproducers or coowners for performance ~ 
rendered by one of such coproducers or coowners. 


Debtor a coproducer or coowner -~ Where the payment out 
of which the indebtedness arose was made to an individual 


who is now a coproducer or coowner, the amoynt due may be 
set off against the payments due coproducers or coowners 
only to the extent of the debtor's interest in the paynents 


a ees 


G, SET-OFFS AGAINST PAYMENTS DUE PARTNERSHIPS, CORRODUCERS, AND COOWNERS 


1. 


If the debt was incurred by the same partnership, Cco- 
producers, or coowners to whom a payment is due, the entire 
anount of the payment due may be used in effecting the set-off 
in accordance with the applicable scction of this proccdurc. 


If tho debt was incurred by a partner, coproducer, or co 

owner, in his individual capacity and if the paynent igs due 

to the partnership, coproducors, or coowners of which he is 

a nenber, only the interest of tho dcbtor in the paynent which 
is duc the partnership, coproduccrs, or coowners nay be used 

in effocting the sct-off. In such case, it will to necessary 

to determine the respective interest of each joint applicant 

or partner in the payment due under the application. HZvidence 
as to the respective interests of such applicants should be 

in the form of a statement setting forth the percentage interest 
of coach such applicant, which statoment should be signed by cach 
of the joint applicants or partncrs. Such statomcent should also 
be approved by a member of the county committce on behalf of the 
committcoe and such committcoman should certify that he is acquainted 
with the interests of the partics involved and that the intcrests 
as set forth in the statomont signed by such partics are correct. 
Upon receipt of evidence indicating the exact interest 

of cach joint »pplicnxnt, a set-off may bo effected against 

the intorest of the debtors The intcrest of any party 

who is not indebted may be scheduled ond certified for 

payment in the regular manncre 


H. ADJUSTMENT OF REGISTER OF INDEBTEDNESS 


1. 


AAA or FSA set-off - If a set-off is made against the 
payments due an applicant because such applicant is 
indebted to the AAA or FSA, proceed as follows: 


ae When the set-off is echeduled on Form 1096 enter 
on the Register of Indcbtodnoss (in red) opposite the 
name of the debtor the amount which was scheduled in 
favor of the Treasurer of tho United Statcs. 


be When 2 copy of Form 1096 is returned from the 
regional disbursing office showing the check number, 
the certificate of deposit number, and the other 
data inserted thereon by the regional disbursing 
officer, enter on the Register of Indebtedness 
opposite the amount shown in red the certificate of 
deposit number shown on Form 1096 and the date of 
the deposit. 


c. If the application in connection with which the 
gcot-off was made was submitted from a county other 
than the one in which the indebtedness is listed, make 
an appropriate cross-referonce on the Register of 


' Indebtedness opposite the name of the debtor showing 


| FCA 


due 
the 


‘the county in which the application was executed. . 


-If a set-off.in favor of the FSA is made pursuant to 


AAA~372, or a set-off is made because of an over 
payment under the 1936, 1937,, or 1938 Agricultural 
Conservation Program, the 1935 or 1937 Cotton Price 
Adjustment Program, or the 1937 or 1938 Sugar Beet 
Prozram, correct the Register of Indebtedness upon re~ 
ceipt of an accomplished copy of Form -1096 from the 
disbursing office. In all other cages (except those 
set forth in paragraph 2 hereof), correct the Register 
of Indebtcdness only when such correction is shown on 
C-1110, Supplement A. 


sot-off + If a set-off is made against the paymonts 
an applicant because such applicent is indebted to 
FCA, procced as follows; 


When the set-off is scheduled on ACP-25 cntcr on the 
Rogister of Indebtedness (in red) opposite the name 

of the debtor the amount of the net payment due the 

applicant under the application which he executed. 


Upon receipt. of an accomplished copy of ACP-25 from the 
General Accounting Preaudit Office, make the necessary 
adjustment on the Register of Indebtedness. If the 
set-off is made pursuant to the applicant's request on 
AAA~372, the name of the debtor shall be deleted from 
the Register of Indebtedness. If the set-off is made 
pursuant to the Register of Indebtedness or supplements 
thereto, the "Amount Due" column shall be reduced by 
the amount which is to be set off. Delete the name of 
the debtor from the Registcr of Indcbtcdness if the 
amount sct off is equal to the amount of his indebtedness 
as shown in the "Amount Duc" column of the Register of 
Indebtedness. The "Amount Duc" column will be presumed 
to be principal and interest unless there is a stamp on 
the Registor of Indebtedness indicating that interest 
is not included. 


If the application in connection with which the set-off 
was made was submitted from a county other than the one 
in which the indobtedness is listed, make an appropriate 
cross-referonce on the Register of Indebtcdness opposite 
the name of the dcbtor showing the county in which the 
application was executed, 


PREPARATION OF NCR-314 — Applications which are ready to be 
scheduled for set-off shall be referred to the Record Clerk of 


si EP 


the Records Unit for the preparation of an NCR-314. Thereafter, 
such cases shall be returned to the Clearance Unit for further 
handling. .Set-off cases shall not be included in the same lot 
with other suspended cases which are to be reloasod for payment. 


II. APPLICANT I INDEBTED TO AAA 


an an applicant i: is the same person as the one whose name appears 

on the Register of Indebtodross and if RF-202 indicates that such 

indebtodness arose by virtue of an overpayment under a commodity 
“contract, proceed as follows: 


A. . OVERPAYMENT UNDER COMMODITY CONTRACTS - If it is determined that 


te frovarc ACP=91 as” follows: 


a. Pronare Form ACP-91 in sextuple (orisinal on ACP-91 and 
five copies on ACP-9la) for each lot. 


b. Enter above the words "Continuation Sheet", the word 
7 WyEsAgt 6 'oOORN', or “COTTOIM" , whichever is applicable. 


c. Enter in the space following the word "State" the name 
of the State show on NCR-214, 


d. Enter in the space following the word "County" the 
name of the county shown on UCR-Jlé,. 


Enter in the snace followin: the words “Administrative 
Mo." the State and county code and lot number shown 
on HiCR-314. 


(@ 
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f. Enter in the first space following the words "Sheet No." 
the sieet number beginning with number 1 for the first 
sheet of ACP-91 prepared for the lot. Unter in the 
second space, following the word "of", the total number 
of shects to bo preparcd for tne lot. 


g, Enter in column (a) the farm number for cach application 
in the lot. A farm numbor snail bo ontoréd for each 
payee or group of vayees who are to receive a vayment 
even though this may necessitate the repetition of farm 
iumbers. 


h. Enter in column (b) the name and address of cach payee 
whose signature apnears in Section III and opposite whose 
name there is an wunencireled amount in the "Amount! 
column. Howover, if the amount of tao indcebtodness 
cquals or oxcecds the payment dic the debtor, do not 
schedule tho name of tho debtor on ACP-91. 


4. Enter in column (c) of ACP-91 onposite the name of the 
debtor, the payment which is to be made by him. The 
amount of such payment shall be ootained by subtracting the 


-§8 - rs 


‘anount of the indebtedness from the »ayment due the debtor 


under the application executed by hin. 


je After the entries, if any, have been completed for the 
Gaotor == 


(1) Enter on the next linc in column (a) the farm 
number of the debtor's application for payment. 


(2) Enter in column (bd) the words "Troas, U.S.," and 
entor bolow such words in parenthoses the symbol 
and title of tho appropriation to be credited and 
the namo of tho debtor. Tho symbol and title of tho 
aporopriation which is to bo crodited shall be de- 
‘termined by examining the code number entered in the 
sixth column of the Register of Indebtedness opposite 
the name of the debtor. In the event that more than 
one. appropriation is to be credited, make soparate 
entrics for each appropriation. 


(3) Enter in colwnn (c) the amount which is boing deducted 
from the debtor's paymont and applicd in liquidation 
of his indebtodness, 


(4) Enter in column (a) the schodulc numbor of Form 1096 
upon which the deduction is scheduled. 


—— 
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x, If an applicant who is not indebted signed the same 
application as the debtor and payment has not been made 
to such applicant - 


(1) Enter in column (a) the farm number of the appli- 
cation. 


(2) Bnter in column (b) the name and address of the 
applicant who is not indebted. 


(3) Enter in column (c) the amount of the payment due 
such applicant. 


1. HEntor on the last line of ACP-91 for the lot the togal 
of the payments for such lot. Such total shall include 
the amounts schoduled in fovor of the Treasurer of the 
United States, as woll as the amounts scheduled in favor 
of debtors, and othor applicants. 


Proparo ACP-92 as follows: 


a. Proparo ACP-92 in triplicato (original on ACP-92 and 
two copics on ACP-92q), 


b. Make no entry in the space for the D. 0. Voucher Number. 


1. 
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Enter following the words, "Administrative No.", the 
administrative number shown on ACP-91. 


Enter in the space following the word "Office", the 
name of the State office in which the form is being 
preparcd. 


Enter in tho snace following the words "Prepared at", 
the name of the city and State in which the State 
office is located, 


Entor in tho snace following the word "Commodity", the 
word "WHEAT", "CORN", or "COTTON", whichever is 
applicable. 


Enter in the space provided therefor the number of 
applications in the lot. 


Enter immediately below the words "THE UNITED STATES, 
or., To: Persons named on attached continuation sheets 
(Payees)", the name of the first payee shown on the 
first. sheet of ACP-91 for the lot. If more than one 
name has heen listed on ACP-91, onter the phrase "et al." 
after the name ontered on ACP-92. If the name of only 
one payee is listed on ACP-91 and the applicant's 
indebtedness equals or exceeds the payment due under 

the application exemited by him, enter the name of the 
debtor but do not use the phrase "et al." aftor the 
debtor's name. Immediately following the debtor's name, 
make the following notation: "Check to be drawn to 

the Treasuror of the Unitcd States, account of indcbted- 
ness to United States," 


Enter in the spaces provided tnorcfor in the first lino 
of tho certification, the mumbors of the first and 
last shects of Forms ACP-91 in the sct. 


Enter in the space following the word "aggregating" and 
following the dollar sign, the total shown on the last 
Sheet of ACP-91 in the lot. 


Enter in the space following the word "Date" the date 
of preparation of ACP-92,. 


Enter in the space following the word "Title" the title 
of the cortifyineg officer such as "Administrative 
Officer in Charge" or "Administrative Officor Acting 
in Chargo." . 


Enter in the space above the date, the words "Appli- 
cants $ ," and insert in the blank snace the total 
amount approved for all applicants listed on the 
related ACP-91. Immediately beneath such entry, enter 
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the words "Treas. U.S. $s" and insert in the blank 
space the total amount approved for the Treasurer of 
the United States. Immediately beneath such ontrics, 
enter the sum of such entries. Determine that such sum. 


is equal to the amount entered in the certification 
following the vord "aggregating". 


Prepare Form 1064, Revised, in septule (original and six 
copies) as set forth in Part IV of these instructions. In 
determining the number of payees to bo entered on Form 1064 
the Treasurer of the United States shall be countod as one ~ 


payee oven though more than one set-off is scheduled on ACP-91 


in favor of the Treasurer of the United States, 


Proparc Form 1096:as follows: 


r 

or each set of Forms 1064 which covers vouchers on 
which payments are scheduled in favor of the Treasurer 
of the United States, Typo on one clear copy of such 
form the notation "Forvard to Records and Accounts 
section, Agricultural Adjustment Administration", 


b. Enter the word. "WHEAT", "CORN" ,.or "COTTON whiehoversss 
applicable above the title of the form. 


c. Enter in the first line in the uppor risht-hand corner 
the schedule number. <Assien 49-PA-1] to the first seat 
of forms, 39-PA-2.to the next sot of such forms, and 
assign consecutive numbers to the succocding sets of 
forms. If more than ono shoot of such form is uscd 
number such shocts consecutively, beginning with No. 1. 


d. Enter in the third line in the upper right-hand corner 
over the word "Date" the date the form is prepared. 


e. Unter over the words "Department or Establishment" the 
word "Acriculture' | 


f. Enter over the words "Bureau or Office", the letters 
"AAJA." and tho name of the Stato officc. 


g. Entor after the words "Made by" and over the word 
"Nano" the name "G, F. Allon": ontor over the word 
"Titlo" the words "Chiof Disbursing Officer": and 
entcr above the word "Station, the city and Stato 
where the Regional Disbursing Offico is located. 


h. Enter immodiately following tho word "Pcriod" and 
above the words "Month or quarter endod", the month 
during which it is anticipated that the Disbursing 
Office will handle the form. 
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i. Entcr the Disbursing Officer's symbol number in the 
space provided thorefor. The Assistant Disbursing 
Officer will. farnies the State mtfice with tho symbol 
used by such disbursing officor. 


je Make no ontry in the column headed "D, O. Voucher 
Number", 


kk, Enter in the column headed "Burcau or Office Voucher 
Number" opposite each apvropriation to be entered in 
the next column the administrative number of the 
ACP-92 on which the set-off is scheduled. 


1. Enter in the column headed "Appropriation and/or Fund 
to be Oredited!!, the symbol and title of the 
appropriation to be credited, the namc of the debtor 
in parentheses, and the Statc and county codes and 
scrial number and the name of the commodity program 
out of which the indebtedness arose. The name of 
the commodity program may be abbreviated. Such 
information shall be taken from the Rogister of 
Indcebtcdness. 


m. Enter in the column headed "Amount of Deductions", 
the amount of the sct-off to bo credited to the 
appropriation appoaring on the same line in tho 
preceding column, 


n. Enter in the column headed "Romarks" the name of the 
Disbursing Officer and the Disbursing Officer!s 
voucher number(s) under which the overpayment was 
made. Such information shall be talcen from the 
Register of Indebtedness. 


o. Enter the total of the items listed in the column 
headed "Amount of Deduction!" in the space provided 
therefor. 


p. The original shall,be,signcdby jthescortifying 
officer and his name shall be typed on all copics. 


q- Make no cntrics below tho simature of the cortifying 
Si Recer. 


OVERPAYMENT UNDER 1936, 1937, OR 1938 AGRICULTURAL CONSERVATION 
PROGRAM, OR 1937 OR 1938 SUS GAR BEST PR PROGRAM, - If it is dcetcominod 


- that an applicant is the same person as ‘as the one whose name 


appears on the Register of Indebtedness, and if RF-202 indicates 
that such indebtedness arose by virtue of an overpayment under 
the 1936, 19387, or 1938 Agricultural Conservation Program, or 
the 1937 or 1938 Sugar Beet Program, proceed in the manner set 
forth in II, A, supra, for making set-offs in cases where the 
applicant's indebtedness arose by virtue of an overpayment under 
a commodity contract, except. - 


«Ge 


Forn ACP-91 shall be prepared in quintuple instead of 
sextuple since no Cori is required for the Comptroller of 
the ALA. A. 


Form: 1096 shall be prepared in nonuole instead of in 
decuple since no copy is required for the Comptroller, 
of the A.A.A. 


Tic symbol and title of the appropriation to be credited 
as shown opposite the payee "Treas,, U.S." ean ACP-91 

and as shown in the third coluin of Form 1096 shall be 
‘as follows; 


1936 ACP - 126/72215(21)2, C & UALRDA, 1936-1937 (Payments) (AAA) 

1937 ACP ~ 1282215(21)2, C & UALRDA, 1938 (AAA) (CP). 

193 ACP -— 1292215(21).031, C & UALRDA, 1939 (AAA) (CP). 

1937 SBP - 1282205(21)021, Administration of Sugar ct of 1937, 

Department of Agriculture, 1938 (AAA) (Payments to 

Producers). 

1938 SBP - 1292205(28)3, Administration of Sugar Act of 1957, 
Departnent of Agriculture, 1939 (Sugar Division) 
(Payments to Producers). 


The State and county codes and the serial number of the 
application under which the overpayment was made shall be 
entered in the third column of Form 1096 instead of the 
State and county codes and serial number of a commodity 
contract. Such codes shall be preceded by the designation 
"ise AGP". tg, ACP! “Nrggnacrtt, i g7oSBPY ator "12e) Sees 
as the case nay be, instead of the abbreviation of a cormiodity 7 
progran. | 


Upon receipt of a copy of Form 1096 from the Regional Disbursi g | 
Office, prepare Form ACP-28 as follows: | 


a. Prepare ACP-28 in quadruple (original and three copies). 


b. Enter in the blank space opposite the words "Name of 
Remitter" the name of the debtor. 


c, Enter in the blank space opposite the words "Street or 
Box No,'' the street or box number of the debtor, if known, — 


d. Enter in the blank space opposite the words "Post Office" — 
the post office address of the debtor. 


e. Enter in the blank space opposite the word "Stato" the 
name of the State in which the debtor resides... 


f. Enter in the blank space opposite the words "Appli- 
cant's Name" the name of the debtor. 


rape 
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Enter’ in the: olahic space opposite. the words "Payable 
to". the words ripe ee erie + of the vUnited States", 


Amend the language in the next line (relative to Forn 


(1044) to read "Schedule No. of Standard Form 1096" and 
‘enter in the blank space opposite such words the schedule 
‘number of Form aS on which se set-off was credited. 


Enter in the ae space opposite the words "D. 0. 
Voucher No." the D. 0. Voucher Number of the Forn 1064 
on which the set-off was scheduled and enter in the sg 
opposite the word "Date" the date of payment: 


Make no entry in the blank space opposite the words 
"Receipt No." 


Enter in the blank spaces opposite the words "State 

and County Code No." and "Serial No.", the State 

and county code and serial number of the application for 
payment under which the overpayment was made. 


Enter in the blank snace opposite the words "Date of 
Romittance" the date of the check as shown on Form 1096, 


Enter in the blanis space opposite the words "Remittance 
No." the number of the check as shown on Form 1096 


Enter in the blank space opposite the word "Amount" the 
amount of the set-off. 


Enter in the blank space opposite the words "Certificate 
of Deposit No." the certificate of deposit number shown 
on Form 1096. 


Enter opposite the word "Date! the date of deposit as 
shown on Form 1096. es 

Enter in the blank space opposite the words "Fund 
Credited" the symbol of the avypropriation credited 
with the amount of the set-off. 


Indicate under the caption "Act ion Taken" the amount of 


the ‘county association ox pense previously charged, the 
correct amount of county association cxpense to be 
charged, and the adjustment which is necessary in 
connection wita county association expenses, 


Tho original and all copics of ACP-28 shall be signod 
by the certifying officer. 


0a, CC 


ee 


u.e Forward the original of ACP-28 to the State accountant and 
a copy. thereof to the Records and Accounts Section, 
Washington, D. C. File one copy of ACP-28 with the 
State office copy of the application in connection 
with which the set-off was made. File the other copy 
in the case folder of the application in connection 
with which the overpayment was made. 


OVERPAYMENT UNDER THE COTTON PRICE ADJUSTMENT PROGRAM -- If it 
is determined that an applicant is the same person as the 

one whose name appears on the Register of Indebtedness, and 

if RF-202 indicates that such indebtedness arose by virtue of 
an overpayment under the Cotton Price Adjustment Program, 
proceed in the manner set forth in II, A, supra, for making 
set-offs in cases where the applicant's indebtedness arose by 
virtue of an overpayment under a commodity contract, except - 


1. Form ACP-91 shall be prepared in quintuple instead of sextuple, 
since no copy is required for the Comptroller of the A.A.A. 


2. Form 1096 shall be prepared in nonuple instead of decuple, 
since no copy is required for the Comptroller of the A.A.A. 


A 
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If the overpayment was under the 1935 CAP the symbol and 

title of the appropriation to be entered opposite the payee 
"Treas. U. S." on ACP-91 and to be entered in the third 

column of Form 1096 shall be "12-2100(21)2 - Exportation and 
Domestic Consumption of Agricultural Commodities, Department 
of Agriculture, (Cotton Price Adjustment) (AAA) (Payments)". 
If the overpayment was under the 1937 CAP the symbol and-title 
''12-2100(21)3 - Exportation and Domestic Consumption of Agri- 
cultural Commodities, Department of Agriculture (Cotton Price 
Adjustment) (AAA) (Payments, 1937 Cotton Crop)" shall be used. 


4. The State and county codes and the serial number of the 
application under which the overpayment was made shall be 
entered in the third column of Form 1096 instead of the_ 
state and county codes and serial number of a commodity 
contract. Such codes shall be preceded by the designation 
"'35 CAP" or "#37 GAP", whichever. is applicable, instead 
of the abbreviation of the commodity program. 


FAILURE TO ACCOUNT FOR DISTRIBUTION OF COTTON PRICE ADJUSTMENT 
PAYMENTS ON FORM CAP-~3 -- If it is determined that an applicant 

is the same person as the one whose name appears on the Register 

of Indebtedness and if RF-202 indicates that such indebtedness arose 
by virtue of the failure to account for the distribution of cotton 
price adjustment payments on Form CAP-3, proceed in the manner set 
forth in II, A, supra, for making set-offs in cases where the 
applicant's indebtedness arose by virtue of an overpayment in 
connection with a commodity contract, except - 


III. 
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1. ° Form’ACP-91 shall be. prepared in quintuple instead of in 
. ' gextuple, since no ae is requ red for: the uN 
nee Boe Ae Ae is oeae 7 a oy 

ae. pe Lose shal?’ be prepa tee: in: ‘dnipte “tis tant” ‘ee Megouple , 
since no copy is required for the Comptroller of the A,AA. 


-(3..:The symbol-and ‘title: of the trust fund to he entered. =- 
‘-. “opposite the payee "Treas. U. Ss." on ACP-91 and to be 
- entered in the third column of Form 1096 shall be "128532 - 
Deposits of Undistributed Cotton Price AGG: Payments! 


4. The State and county codes and the eater mumber of the 
application under which the: indebtedness arose shall be: 
entered in the third column of Form 1096 instead of the 
“State and county codes and serial number of a commodity 
contract. Such codes shall be preceded by the designation 
ai CAP" instead of the Bp ymeytayion of a pgomme gay program. 

| APPLICANT INDEBTED. 70 Psa -- aed it ‘is determined hat an appli- 
cant. is the same person as the one whose name appears on the 
Register of Indebtedness and if. RF-202 indicates that the indebted- 
ness is due to an unpaid loan secured from the FSA, proceed in the 


“manner set forthin II, A, supra, for: making: set-offs in cases 


where the applicant's indebtedness arose in connection with an 
Overpayment under a commodity contract, except - 


A. If the set-off is made pursuant to the applicant’s request on 
AAA~372, Form ACP=91 shall be prepared: in’ quintuple. If the 
set-off is made pursuant to C-1110, Form ACP+91 shall be 
prepared in sextuple. When the form is prepared pursuant to C-1110, 
- a copy will be sent to’ the Comptroller of the A.A.A. , 


B. If the set-off is made pursuant to the applicant's request 
’ on’ AAA-372, Form 1096 shall be prepared indecuple. If the 
set-off is made pursuant to C-1110, Form: 1096 shall be 
prepared in undecuple. In all FSA set-off cases, type on 
“a clear copy of Form 1096 the following notation - "Forward 
to Regional Director; Farm Security Administration, 


(Address) « When the form is prepared pursuant to C-1110, 
‘ a copy willbe sent to the Comptroller of the A.AA. . 


C. The symbol and title of the trust fund to be entered opposite the 
-. payee "Treas. Us. S."'on ACP-91 and to be entered in the 
third column of! Form 1096 shall be '128128" - Deductions 
Agricultural Adjustment Program Payments, Farm hun. Adminis- 
tration. 


D. Only the ‘symbol-and title of the trust fund to be ercdited 
and the name of the debtor in:parentheses shall be entered 
in the third column of Form 1096, 


E. 


pret ee 


There shall be:entered in the last column of Form 1096 the 
notation "FSA Case No. _._", shown on AAA-372 or C-1110, 
Supplement A. If the case number is not available enter 
"FSA Set-Off". The name of the disbursing officer and the 
, disbursing officer's voucher. mumber need not be shown in such 


Casese 


Lv APPLICANT INDEBTED. TO FCA -- If it is determined that an.appli- 


cant is the’ same person as the one whose name appears on the 


| “Register of Indebtedness, and if RF-202 indicates that the 


“indebtedness is due. to an unpaid loan secured from the FCA, 


proceed as follows: 


Prepare ACP- 25 as follows: 


1. Prepare ACP-25 in Pa ee ca borteinad on ACP-25 and 
- four copies on ACP-25a). 


2. Enter in the upper suena dm corner in the blank space 


following the words "Bureau Voucher No." the administrative - 


mamber. This mumber will be the State and oy code 
followed by the let. mumber. 


Je melete the oe nel title of the appropriation: appearing 


immediately beneath the title of the form and insert in 
lieu thereof the following: 


'12-1550( 21).030 - Administration of Price Adjustment Act 
of 1938, Department of Agriculture’ (AAA) Fons to 


Heo hincna nee 


4, Enter in the blank space following the word "Name", the 
name of the debtor. 


5. .Enter in the blank space following the word "Office", the 


letters "A.A.A." followed by the name of the State office. 


6. Enter in the space following the word "Address" the address 


of the debtor, complete as to street and box number. 


7. Enter .in the space following the words "Prepared at", the 
address of the State office. 


8. Enter on the next line in the blank spaces over the words 


"State", "County", "Application serial number", the State 
and county codes and farm mumber of the debtor's appli- 
cation. 


9. Enter in column (1) the gross amount of the Bega te 
computed for the debtor. 


10. Make no entry in column (2). 


e ving! 


Fo 


na Po in, meee (3) ‘the. amount. due. ‘the. debtor under the 
application executed by hin. op Brae este 


Make no entries in the remaining columns. _ 


The. Original .shall. be signed by the, certifying officer who 


shall affix his title in the space provided therefor and 


, insert, the date on which the form was certified. The name 


of the certifying officer, his title, | and the date certified 
shall be saped Gn aad see 


Make | ‘no entries beneath the certification of the certifying 
officer. 


Do. ame ates ‘ACP-91, -ACP-92, Form . 1064, or Form 1096 in such 


cases for the debtor. Hel Soe, ED idea 


1. 


a.” 


» If applicants other than the debtor sign the same application —- 


Prepare ACP-91, ACP-92, and Form 1064 for such applicants 


..in accordance with the instructions in Part IV of this procedure. 
Prepare ACP-26 as follows: 


ve cba ACP-26 in triplicate (original and two copies). 


a, Make 3 no entry in the ‘space ner bled ory ,the D. 0. 
Voucher Number. 


Ce sei in the space provided for the Bureau Voucher 
Number the administrative mumber for the lot. 


igithautl Nees in the space rproniaca therefor ‘the State and 


county code and farm mumber of the “application for 
Which this form is prepared. 


Cr ‘Enter in the space following the word "Form" and 


_ before.the word. "Application". the designation "ACP~90", 
_"ACP=97", or "ACP-98", which ever, is applicable. 


f. Enter in the space apore the word "Station" the name 
. of the city and State in which the General Accounting 
-Preaudit Office. is located. ghee 


Ze ‘Enter.in the space above the moras "Name of debtor- 
Sauls pags name of the debtor. — 


she Enter 4 in the space. following the dollar sign, the amount 


due. the. debi or as shown. on the appiteation, executed by him. 


peti ee on ‘the Glad gin tes. provided on. the form the names 


of other applicants who signed the, application executed 
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by the debtor and enter re pie name of each such 
applicant in the ‘space provided therefor phe payment due 
such applicant. 


3. Prepare ACP-27'as follows: 
eS Prepare ACP-27 in triplicate (orig sinal and two copies). 


' tat: Make no entry: ‘in the: space provided 1 for ae De 0. 
~ - *"“Toucher Number. 


_ @e Enter in the space proridied for the Bureau Voucher 
'o" “ Monber the administrative mamber for - lot. 


d. Enter in the space following the word "Form" the 
‘designation "ACP-90", "ACP-97", or ae whichever” 
is applicable. 


‘@. ‘Enter in the space following the words "Symbol No." 
the ‘Dd. QO. Symbol Ege 


-- f, Enter in the space over the words "Location of 
station" the city and State where the | oe 
Disbursing Office is located. 


g. Enter in the space over the words "Month and-year of 
account" the name of the month which Bee on Form 
1064. 


h. Enter in the space over the words "Name of debtoriaie aa 
the name of the debtor. 


le Rnter in the space following the dollar sign the amount 
of payment due the dha as shown on the application 
executed by him. 


je Determine whether the applicant is indebted to the 
Farm Credit Administration or Commodity Credit Corporation 
and enter the approprinte designation in the space over 
the words "Farm Credit Administration" or "Commodity 
Credit Corporation". 


k. Enter in the space provided therefor the names of 
other applicants who signed the application executed 
by the debtor and enter opposite the name of each such 
applicant the payment due such applicant. 


Upon receipt from the General Accounting Preaudit Office of the 
application and ACP-25, and ACP-26, if any, the Comptroller of the 
A.A.A. will determine whether a set-off is to be made. If the set-off 
is to be made, the case will be referred to the Claims Division 

of the General Accounting Office for direct settlement. If the 
set-off is not to be made, the case will be returned to tho 


Wi - 


t 
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State office accompanicd by a momorandum indicating that a 


. set-off is) not > to:be made and if €-1110, Supploment.A, has 


not already ‘been: forwarded to-the State office, -such form 
will accompany the memorandum, Unon receivt of the case eas 
the Comptroller of. the A.A.A., cancel .ACP-25 by. writing acros 


‘all copies.of such form except the original the word Ba nceled!, 


Prepare a memorandum to the Chief of.-Party. of the Goneral 

Accounting Preaudit Office advising him: that there is on filc 
in the State office information indicating that a set-off is 
not to be made and requesting him to withdraw his approval of 


ACP-25. Prepare ACP-91, ACP-92, and Form 1064 for, such case 
“if: accordance with: the instructionsin Part.1IV of this 


Procedure, and forward to the Gencral Accounting Preaudit 
Office the following: 


iy The epplication « 

2. ACP-91 

; ae f ACP-92 ! Fy 
4, Form 1064 


Se Aho original of ACP=<25 
6. <A memorandum of explanation to tho Chicf of Party. 
7... Any other data which was previously. submitted to 
the Goneral debi Preaudit Office .with such case. 


Staple a signod copy of ‘the mnonorandum to 2 Chief of Party 
to a copy of the canceled ACP-25 and forvard such forms to 

he State:accountant., Prepare a letter to the Chief of the 
Records.and Accounts Section requesting him to cancel the 
ACP-25. which was previously sent to him and advising hin that 
the case.is being scheduled in.the regular manner since no 
set-off is to. be made. 


APPLICANT? LMDEBTED 70 AAA AND FSA. 


aN 


ALIOUNT OF APPLICANT'S TNDEBTEDNESS TO ALA EQUAL TO OR GREATER 
THAN PAYMMNT.-- If it is rae nined ° that an applicant is 
indebted to both the AAA and ei oe that the amount of 
the payment due the debtor under the application executed 
by nin is not.in excess of the amount of his indebtedness to 
the AAA, disregard the indebtedness: to the FSA as it relates 
EO such*application,-and effect a set-off .in favor of the 
AiAV inthe: mavineriset--forth.in) 1] ,*eupra. 


AMOUNT OF APPLICANT'S i NDEBTZ aDIESS TO AL A. LEss ‘THAN PAYM@IT -- 
an it is determinec that an applicant is is indebted to both 
eo Ll and the FSA, and that. tne amount of tho net payment 
the debtor under the application executed oy him is 
greater than the amount of his indebtedness to the AAA, proceed 


as follows: 


1, . Prepare the number of copies o 
and Form 1096 specified in II1, supra, 


Viole 


2. Schedule in the manner set forth in II, supra, the entire 
anount of the indebtedness duc the AMA, 


8, Schedule. in. the manner set forth in arty supra, as much of 


APPLI 


A. 


td 


the indebtedness due the FSi as is aah after 
deducting from the paynent due the debtor under th 

application executed by him the anount of tne indebtedness 
due tho AAA. 


A, Schedule in tho manner sct forth in II, supra, the balance, 


ee 


if any, duc tho debtor under the application ¢ executod by 
hin, aftor deducting the snéebtednoss due tho AAA and tho 


FSA. 
CANT IMDBBTED 20 AAA AND TCA 
ALOURT OF ADE APPLICAM Nr's I MEBTIADNESS TO An: AAA ZOUAL TO ¢ OF GREATER 


eh PAYIOONT ea Te Ute UB. earned ths ieee ‘applicant is 


2 depted to both the AAA and the FCA, and that the amount of the 
yarmment due the debtor under the application executed by him is 


not in-excess of the amount of his inaeotedness to the AAA, 


disregard the indebtedness to the FCA as it relates to such 
application and effect a set-off in fame of the AAA in the 
manner set forth in II, supra. 


AMOUNT OF APPLICANT ms 11 IMDEBTEDIESS TO Jul LESS THAR PAYMENT -- 
Tf it is determined that an in applicant is it ndepted to both the 
AAA and the FCA, and that the amount of the payment due the 
debtor under the anplication executod by him is in excess Of 
the amount of his indebtedness to the AAA, proceed in the 
manner sct forth in IV, suora. In addition, prepare an 


administrative report on AD-42 as follows: 


1. Propare AD-42 in eee ace (original and four copies). 
2. Form AD-42 shall not be dated. 


3, Enter in the space following the words "Tho accompanying 
account of" the mamo and address of the applicant. 


A, Enter opposite the words "Amount claimed" and the words 
"Approved for" the amount of the payment approved for thie 
applicant as shown in column (3) of Form ACP-25, 


5, Enter after the words “Appropriation Chargoablol! Sho 
symbol and title "12-1550(21).0%0 -Administration of Price 
Adjustment Act. of 1938, Department of Agriculture, (AAAS 
(Parmonts to prs huneeente 


6. The body of Form AD-42 snhovld read subs stantially ag follows: 


ah 


"According to the records of the Stato 
Office of the North Central Division, Agricultural Adjust- 
ment Administration, the above-described claimant is 
entitled to a payment in the above-statcd amount subject 
to a deduction for his indebtedness to the Agricultural 
Adjustment Administration on Account of an overpaymont 
in the amount of made under 4 . 
Such overpaynent was made by we, tle a al . 
Disbursing Officer, D. 0. Symbol io. and by 


a 


D. O. Youchor No. under date of : 


Lo one ee 


Administration. It is requested that a sct-off be 
effected first in favor of tho Agricultural Adjustment 
Administration and the anount thorcof credited to 
appropriation Sun and that thercaftor a sct-off 
against the balance duc the claimant bo made in favor of 
the Farm Crodit Adninistration, and that the romaindcr, 
if any, bo issued to the claimant." 


7. ‘The name and address of the certifying officer shall be 
typed on all copies of Form AD-4é except the original. 


8. The certifying officer shall initial the original and one 
copy of AD-42 beneath the words "Director of Finance", 


9. Attach the original and three copies of AD-42 to Form ACP-25 
and. the related application for payment before it is trans- 
mitted to the General Accounting Preaudit Office. Retain 
the other copy of AD-42 in the State office, 


VII. APPLICANT INDEBTED TO FSA AND FGA 


A. 


THAN PAYMENT -- If it is determined that an applicant is 
indebted to both the FSA and the FCA and that the amount of 
the payment due the debtor under the application executed by 
him is not in excess of the amount of his indebtedness to 
the FSA, disregard the indebtedness to the FCA as it relates 
to such application and effect a set-off in favor of the Fad 
in the manner set forth in III, supra. 


AMOUNT OF APPLICANT'S INDEBTEDNESS TO FSA LESS THAN PAYMENT -- 


pr gn pe 


If it is determinod that an applicant is indebted to both 


the FSA and the FCA, and that the amount of the payment due 
the debtor under the application executed by him is in excess 
of the amount of his indebtedness to the FSA, proceed in the 
manner set forth in VI, B, supra, except that there shall 

be entered in AD-42 available data with respect to the 
indebtedness to the FSA instead of data with respect to the 
indebtedness to the AAA. 


VIII. FACTS WITH RESPECT TO APPLICANT'S INDEBTEDIESS NOT READILY 
ASCERTAI NABLE 


Ae 


If there is some question as to whether an applicant is 


A BOs 


ne 


indebted to the United statos Government or as. to the 

amount of his indebtedness, and anvlicants other than 

the debtor signed the same. application -- 

1. Prepare ACP-91, ACP-92, and Form 1064 for the appli- 
cants who are not indebted in accordance with the 
instructions in Part IV of this procedure. 


&. Prepare ACP-26 and ACP-2c7 in the manner set forth in f 
ae GC} supra. ; 4 he ; 


3. When the facts with respect to the applicant's indebted- 
ness are ascertained, proceed as follows: 


ae Applicant indebted:-—- 


(1) If the applicant is indebted to an agency of 
the Department of Agriculture, prepare 
ACP-91, ACP-92, Form 1064, and Form 1096 
for the debtor in accordance with the 
applicable wart of tnis procedure. If the 
applicant is indebted to any agency of the 
Government other than the Department of 
Agriculture, prepare ACP-25 in the manner 
set forth in IV, A, supra, and do not prepare 


ACP-91, ACP-~92, and Form 1064. 


'(2) Prepare a memorandum to the Chief of Party of 
the General Accounting Preaudit Office advising + 
hin that payment was sot approved for the debtor 
at the time the original application was certified 
for payment and furnish hin with the administrative 
munber and D. 0. Voucher Number of the original 
application. 


b. Applicant not indebted -- 


(1) Prepare ACP-91, ACP-92, and Form 1064 in accord- 
ance with the instructions set forth in PART IV 
of this procedure. 


(2) Prepare a memorandum to the Chief of Party of 4 
the General Accounting Preaudit Office advising 
him that vayment was not approved for the : 
applicant at the tine the original application 
was certified for the reason that it was thought H 
that such applicant was indebted to the United 
States Government. It should be pointed out 
that it has been definitely determined that the 
applicant is not indebted to the United States 
Goverment. Indicate in such nenorandun the 
administrative aumber and D. 0. Voucher Number 
of the original application. b ie 


ee 


= age 9) 


IX, IUDEBTEDIESS DISCOVDRED ARUER APPLIOATION OR P PAYIOND CERTIFIE 


ere ee eee 


BY STATS COMIITIER ae Gea, 


bi 
ws) 


A, NOTICE OF INDEBTEDNESS RECEIVED IN STATE OFFICE. 'APTER APPLI- 
CATION IS CERTIFIZD FOR PAYMENT 


1. Applicant indebted to AAA -- If the applicant is indcbtod 
to the AAA and notice of such indebtedness is received 
in the State office after the application is certificd 
for payment, an effort should be made to prevent tho 
check from boing delivered to the applicant. If the 
check can be intercepted it should bo returned to the 
Regional Disbursing Offico. Thoroafter, procecd as follows: 


a. aAUthOrizo the cancelation of the check. 


b. Propare a dummy application including therein the 
gane basic data as that shown in the State office 
copy of the original application, except that the 
serial number shall be followed by the letter "A". 
The dummy application need not be signed by the 
applicant nor approved by the county committee. 


c. Upon receipt of a copy of Form 1044 from the Regional 
Disbursing Office indicating that the check has been 
canceled and the proceeds therefrom deposited to the 
credit of the appropriation, effect a set-off in favor 
of the AAA in the manner set forth in II, supra. 


d. When. the dummy application and related forms are 
forwarded to the General Accounting Preaudit Office 
such forms shall be accompanied by a memorandum to 
the Chief of Party of the General Accounting Preaudit 
Office, setting forth the facts of the case and making 
appropriate reference to the original check and the 
schedule nunber of the Form 1044 on which such check 
was scheduled for cancelation and the certificate of 
deposit mmber and date thereof. 


2. Applicant indebted to FSA or FCA -- If the applicant is 
indobted to the FSA or FCA and a notice of such indcbtcdness 
is reecived in the State office aftor the application has 
been certified for payment, no effort should be made to 
prevent the issuance or delivery of the check to the appli- 

cant. If, in such case, a check is returned to the 
Rezional Disbursing Office, prepare a memorandum to the 
Regional Disbursing Office on the reverse side of Form 
1664A, requesting that the check be returned to the paycc 
in view of the fact that the indebtedness of the applicant 
does not come within the purviow of the Secretary's order 
of March 5, 1938, with respect to the making of sct-offs. 


MOTICE OF INDEBTSDMESS REORIVED IN STATE OFFICE PRIOR TO Tice 
APPLICATION 18 GHRTIFIED FOR PAYMENT -- If, because of an 


Crror in tho Stato office, an application is certified for 
paynont after notice is reccived indicating that the applicant 
is indebted to the Unitod States, an effort shall be made to 
intercept tho check and have it returned to the Regional 
Disbursing Office irrespective of whether the applicant is 
indebted to the AAA, FSA, or FCA. 


1. Applicant indebted to AAA or FSA -- If the check issued 
to an applicant is returned to the Regional Disbursing 
Office because the applicant is indebted to the AAA.or 
FSA, and it is determined that the State office had notice 
of such indebtedness prior to the time the debtor's appli- 
cation was certified for payment in the State office, 
proceed as follows: 


Qe 


be 


Authorize the cancelation of the check. 


Prepare a dummy application including therein 

the same basic data as that shown in the State office 
copy of the original application for payment, except 
that the serial mmaber shall be followed by the 
letter "A", The dummy application necd not be 

signed by the applicant nor apnroved by the county 
committee. 


Upon receipt of a copy of Form 1044 from the Regional 
Disbursing Office indicating that the check has been 
canceled and the proceeds therefrom deposited to 

the credit of the appropriation, effect a set-off in 
favor of the AAA or FSA in the manner set forth in 
II, supra, or III, supra, as the case may be. 


When the dummy application and related forms are 
forwarded to the General Accounting Preaudit Officc, 
such forms shall be accompanied by a memorandum to 

the Chief of Party of the Gencral Accounting Proeaudit 
Office, setting forth the facts of the case and making 
appropriate reference to the original check and the 
schedule number of the Form 1044 on which such check 
was scheduled for cancelation and the certificate of 
deposit number and date thereof. 


2. Applicant indebted to FCA -- If the check issued to an 
applicant is returned to the Regional Disbursing Office 
because the applicant is indebted to the FCA and it is 
determined that the State office had notice of such 
indebtedness prior to the time the debtor's application 
was certified in the State office, proceed as follows; 


Le 


Prepare a memorandun to the assistant disbursing 


officer on the reverse side of Form 1664A requesting 


De 


oe te 


that the check be forwarded to the Claims Division 
of the General Accounting Office in order that a 
set-off may be effected in favor of the Farm Credit 
Administration. 


Prepare an administratiwe report on AD-~42 as follows: 


(1) Prepare AD-42 in quintuple (original and 
four, copics). 


(2) Form AD-42 shall not be dated. 


(3) Enter opposite the words "The accompanying account 
' ofl the name and address of the applicant. 

(4) Enter opposite the words "Amount claimed" and 
the words "Approved for" the amount of the 
check whichwas forwarded to the General Accounting 
Office wmless there was an error in the amount 
of the check, in which case enter opposite the 
words "Amount claimed" the amount of the check; 
enter opposite the words "Differences explained 
below" the difference between the amount of the 
check and the correct amount due the applicants 
and enter opposite the words "Approved for" the 
correct amount due the applicant. 


(5) Delete the word "Chargeable" aftcr the word 
"appropriation" and enter in licu thereof the 
word Charged", Enter opposite the words 
"Avpropriation charged" the symbol and title "12- 
1550(21).030 ~ Administration of Price Adjustment 
Act of 1938, Department of Agriculture (AAA) (Payments 
to Producers)". 


(6) The body of AD-42 should read substantially as 
follows: 


"According to the records of the 
State Office, North Central Division, Agricultural 
Adjustment Administration, check number 
was issued in favor of 
under date of » Such check was 
issued by the Regional Disbursing Officer at 

under D. 0, Symbol No. 

and was returned to that office because the payee 
is gndebted to the Farm Credit Administration. 
The regional disbursing officer has been requested 
to forward the above-described check to the Claims 
Division of the General Accounting Office in order 
that a set-off may be effected, since the indebted» 
ness to the Farm Credit Administration comes within 
the purview of the Order of the Secretary of 


Agriculture, dated March 5, 1938, with respect to 
. the making of set-offs. The payee is entitled to 

the proceeds of the above- -~described check subject 

to the. claim of the Farm Credit Administration." 


(7) Type the name and address of the certifying officer 
on all copies of AD-42 except the original. 


(8) The certifying officer shall initial the original 
and first copy of AD-42 under the words "Director 
of Finance! 

(9)° Forward the original and three copies: of: AD-42 
to the North Central Division and retain the 
other copy in the State office files. 

X, DISTRIBUTION OF FORMS: "bal | 
A. INDEBTEDNESS TO AAA 
1. Overpayment under cena Ager aaoe 


a. Distribute ACP-91 as follows: 


Ce, Forward the. ivainct and three copies to 
the General Siicccaaaaae Preaudit Office. 


(2) renee one: copy to the State saddtatonts 


(3) Retain one cory Sevens State office files. 


'(4) When.a copy of navn 1096 is. returned from the 
Regional Disbursing Office with the certificate 
of deposit number and date of deposit shown 
thereon, forward the State office copy of ACP-91 
to the Comptroller, A.A.A., Washington, D. ©. 


(5) When a copy of ACP-91 is returned from the 
Regional Disbursing Office forward such copy to 
the State accountant. 


be. Distribute ACP-92 as follows: 


ye | 


(1) Forward the original and one copy to the General 
Accounting Preaudit Office. 


(2) Forward one copy ‘to the State accountant. 


c. Distribute Form.1064 as follows: 


(1) Forward the original and five copies (including 
the copy with the notation "Forward to Records 
and Accounts Section") to the General Accounting 
Preaudit Office. 


(2) 
(3) 


(4) 


ne eM NOs 
Forward the romaining copy to the State accountant. 


When a copy of Form 1064 is returned from tho 
Goncral Accounting Proaudit Office, forward such 
copy to tho State accountant. 


When a copy of Form 1064 is roturned from tho 
Regional Disbursing Office forward such copy to 
the State Accountant. 


Distribute Form 1096 as follows: 


(1) 


(2) 


(3) 


ee 


Forward the original and four copies (including 
the copy marked "Forward to Records and Accounts 
Section") to the General Accounting Preaudit 
Office and retain five copies in the State office 
Tiles. 


The Genoral Accounting Preaudit Office will 
forward the original and three coptos to the 
Regional Disbursing Office and tho Rogional 
Disbursing Office will forward one copy to tho 
Records and Accounts Section. 


When a copy of Form 1064 is returned from the 
General Accounting Preaudit Office distribute 
two copies of Form 1096 as follows: 


(a) Forward one copy to the Accounting and 
Bookkeeping Division, General Accounting 
Orfice; Vashinston; Ds Cc. 


(bd) Forward one copy to the Division of 
Bookkeeping and Warrants, Treasury 
Department, Washington, D. C. 


When a copy of Form 1096 is returned from the 
Regional Disbursing Office with the cortificate 
of deposit number and date of deposit shown 
thereon, center such data on the romaining copies 
of Form 1096 which wore retained in the Stato 
office and distribute such copics as follows: 


(a) Forward one copy to tho Office of Budgot 
and Finanee, Department of Agriculture, 
Washington, Ds, CO. 


(b) Forward one copy to the Comptroller, 
Agricultural Adjustment Administration, 
Washington, D. 0. 


(c) Forward one copy to the State accountant. 


(d) Retain the remaining copy in the State office 
files. 


eh sy be 
e. Distribute ACP-26 as follows: 


(1) Forward the original and one copy to the 
General Accounting Office with the voucher forms 
for applicants who are not indebted. 


(2) File one copy in the State office. 


(3) The Genoral Accounting Preaudit Office will rotain 
one copy of ACP-26 and forward one copy to the 
Rogional Disbursing Officc. 


f. Distribute ACP-27 as follows: 


(1) Forward the original and one copy to the General 
Accounting Preaudit Office with the voucher forms 
for applicants who aro not indebted. 


(2) File one copy in State office with ACP~-26. 


(3) The General Accounting Preaudit Office will retain 
one copy and forward the original with the application 
and other related forms to the Comptroller of the A.A.A, 


2. Overpayment, under the 1936, 1937, or 1938 Agricultural 
Conservation Program, 1935 or 1937 Cotton Price Adjustment 
Program, 1937 or 1938 Sugar Beet Program, Failure to 
Account for Distribution of 1935 Cotton Price Adjustment 
Payments. 


a. Distribute ACP-91 in the manner set forth in X, A, 
1, a, supra, except that no copy shall be forwarded 
to the Comptroller of the A.A.A. 


b. Distribute Form ACP-92 in the manncr sct forth in X, 
Aguile Dy esipeer 


ec. Distribute Form 1064 in tho manner sct forth in X, 
pag ee Sle. 
d. Distribute Form }096 in the manner sct Zortman 
‘IX, A, 1, d, supra, oxcept that no copy shall be 
forwarded to the Comptroller of the A.A.A. 


e, Distribute ACP-26 in the manner set forth in X, A, 
Li, (ee sore. 


f. Distribute ACP-27 in the manner set forth in X, A, 
Ly “lige eons an 


B, IlDEBTEDUESS TO FSA 


1. Distribute ACP-91 in the manner set forth in xX, A, 1, a, 
supra. 


Reo 


De 


66 
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Distribute ACP-92 in the manner set forth in X, A, l, d, 
supra. 


Distribute Form 1064 in the manner set forth in X, A, l, 
Gag RUDTO. 


Distribute ACP-26 in the manner set forth in Rsutesuces 2) 
supra. 


Distribute ACP-27 in the manner set forth in X, A, l, f, 
supra. 


Distribute Form 1096 as follows: 


Ae 


Ceo 


Forward the original and five copies (including the 
copy marked "Forward to Records and Accounts Section" 
and the copy marked "Forward to Farm Security 
Administration") to the General Accounting Preaudit 
Office and retain the other five copies in the State 
office. files, 


The General Accounting Preaudit Office will forward 
the original and four copies to the Regional Disbursing 
Office and the Regional Disbursing Office will forward 
one copy to the Records and Accounts Section and will 
forward one copy to the Regional Director of the Farm 
Security Administration. 


When a copy of Form 1064 is returned from the General 
Accounting Preaudit Office distribute two copies of 
Form 1096 as follows: 


(1) Forward one copy to the Accounting and Bookkeeping 
Division, General Accounting Office, Washington, D.C. 


(2) Forward one copy to the Division of Bookkecping 
and Warrants, Treasury Department, Washington, D.C. 


When a copy of Form 1096 is returned from the Regional 
Disbursing Office with the certificate of deposit 
number and date of deposit shown thereon, enter such 
data on the remaining copies of Form 1096 which were 
retained in the State office and distribute such 
copies as follows; 


(1) Forward one copy to the Office of Budget and 
Finance, Department of Agriculture, Washington 
ope ie 


(2) Forward one copy to the Comptroller, A.A.A., 
Washington, D. C. 


(3) Forward one copy to the State accountant, 


Ve 


Ae SO 


(4) Retain the remaining copy in the State office 
file. 


“If the sct-off is made pursuant to a request on AAA-37e2 


do not forward a copy of ACP-91 or Form 1096 to tho 
Comptroller of the A.A.A. Attach AAA-372 to the appli- 


cation to which it pertains when such application is 
forwarded to the General Accounting Proaudit Officc. 


C, INDEBTEDNESS TO FOA 


aA 


OS 
e 


De 


Distribute ACP-25 as follows: 


a, Forward the original and two copies to the General 
Accounting Preaudi t Office; 


b. Forward one copy to the State accountant. 


ate Forward one copy to the Records and Accounts Section, 
Washington, D. ©. . 


a, When a copy of ACP-25 is returned from the General 
Accounting Preaudit Office, forward such copy to 
the State accountant. 


If a set-off is mde pursuant toa request on AAA-372, 
attach AAA-372 to the application to which it pertains 
wher such application is forwarded to the General 
Accounting Preaudit Office. 


The Claims Division of the General Accounting Office will 
effect a set-off in the case and will propare 4 settlement 
on Form 39, The original and one copy of Form 39 will be 
forwarded to the Division of Disbursement. The Division 

of Disbursement will mail to the payee the original of 

Form 39 together with the check issued under the settlement. 
The Glaims Division of the General Accounting Office will 
forward one copy of Form 39 to the Office of Budget and 
Finance which office will forward such copy to the Records 
and Accounts Section. The Records and Accounts Section 
will prepare three copies of AAA-367 (which form is a true 
copy of the Certificate of Settlement, Form 39) and will 
forward such copies of AAA-367 to the Conservation Account- 
ing and Procedure Section, One copy will be forwarded to 
the Comptroller and the remaining two copies will be for- 
warded to the Director of the North Central Division who 
will forward such copies to the State office. Upon re- 
ceipt of such copics, forward one copy to the State accountant 
and forward the remaining copy to tho county office. 


Distribute ACP-26 in the manner set forth in X, Ai gee 


. supra. 


Distributc ACP-27 in the manner set forth in X, A, 1, f, 


sup Tae 
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INSTRUCTIONS RELATIVE TO HANDLING ‘PPLICATIONS = ° 
FOR PAYMENT UNDER THE 1929 PRICE ADJUSTMENT 
PROGRAM IN STATE APPLICATION FOR PAYMENT SECTION 
IN THE NORTH CENTRAL REGION. 


Bes St, ite 2 MEAS al oh SO iit oa i Nea tte 


na eames actnee 
S ee | 


NOR-State 308-(P) is hereby amended as follows: 


lee 


All reference to Section III of the application 
for payment shall be regarded as references to 
Section ITI of ACP-9O0 and Section II of ACP-97 
and ACP-98. <All references to Section IV of the 
application for payment shell be regarded as 
references to Section IV of ACP~90 and Section III 
of ACP-S7 and ACP-98. 


Part TI, Section I, paragraph 2, item a is amended 
to read as follows: 


a. Determine that item 2 is equal to the entry 
in the applicable column of NCR-309. Check 
the entry on NCR-309 if it agrees with the 
entry in Section I, item 2. If a check has 
already been entered on NCR-309 opposite the 
applicable entry, prepare and attach RF-204 
to such application indicating that it is 
a duplicate. 


Part II, Section I, paragraph 3 ig amended to read 
as follows: 


3, Make the following determinations with respect 
to Section II of ACP-90: 


A. If theventry ‘in item? of Section I is zero, 
determine that the word "veg! has been entered 
in item 1 or item 2 or that the words "Normal 
Cropping Operations Carried Out on farm in 
1939" have been entered in Section II. 


». If the entry in item l of Section I is zero, 
and the word "No" has been entered in both 
stem 1 and item 2, and the words "Normal 
Cropping Operations Carried Out in 1939" 
have not been entered in Section II, prepare 
and attach RF-204 to such application indi- 
cating that it is a "no payment" case. 
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UNITED STATES DEPARTMENT OF AGRICUL 


NORTH CENTRAL DIVISION 
aan ® SEP 11939 


PART Vb —- CLEARANCE UNIT 


sear 


Procedure for Handling Claims and Adjustm 


Personnel. All cases involving returned United States Treasury 
checks, refunds, and adjustments shall be handled by the clerks 
in the clearance Unit. 


Definitions. As used in this Part Vb, the following terms 
shall have the following meanings: 


1. APPLICATION means an application for payment (ACP-90, 
ACP..97, or ACP-98.) , 


2. APS means the Application for Payment Section in a State 
office, 


3. CHECK means a United States Treasury Check issued as a 
payment under an application. 


4. DISBURSING OFFICH means the Regional Disbursing Office 
which makes disbursements for a State office. 


5. REFUND means a remittance, other than a United States 
Treasury Check, such as a money order, cashier's chock, etc. 


6. TREASURER means the treasurer of a county association. 


If. DETERMINATION OF ACCEPTABILITY OF CLAIMS. 


Because of the administrative cost of handling claims, the 


filing of claims should be discouraged whenever the amount of 
money involved is not substantial. Such claims as are received 
shall be allowed or disallowed on the basis of the instructions 
contained herein. 


A. 


Claims Which May Be Allowed.--Claims based on the following 
may be allowed if properly substantiated: 


1. Death, Disappearance, or Incompetency, Where a person 


who has made an application dies, has disappeared, or 
becomes incompetent before receiving payment, a claim 
by any person eligible to receive such payment shall 

be allowed. 


SISTER 
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Mechanical Errots in AP8: Where it is determined that a 
mechanical error has béen made in the APS and a claim” 
is presented for the amount by which the correct payment 
exceeds the payment made, such claim shall be allowed. 


Mechanical Errors in County Office. Where a mechanical 
error has been made in the county office and a claim is 
presented for the amount by which the payment computed 
after correction of such error exceeds the payment made, 
such claim shall be allowed, provided: 


a. A written report on such case is made by a designated 
representative of the State committee, who has . a 
investigated such case and which report shows con- 
clusively that such error has been made. oN 


bd. The allowance of such claim is recommended in writing 
by the county committee. 


c. The allowance of. such claim is approved by the chairman 
of the State committce or another member of the State 


committee designated by the chairman.  * 


Error in Division of Payment. Where an error has been made 


in the division of payment resulting in one party in interest 


receiving a larger share of the payment than that to which 
he is entitled, and a claim is presented by the party in 
interest underpaid, such claim may be allowed, provided: 


ae The amount of the overpayment is recovered. | 


b. The allowance of such claim is recommended in writing 
by the county committee. 


c. The allowance of such claim is approved by the chairman 
of the State committee or another member of the State 
committee designated by the chairman. 


Erroneous Set-Off. Where a set-off has been erroncously' ° 
made against the payment of any person, and a claim is 
presented by the person underpaid as a result of such 
erroneous set-off, such claim may be allowed, provided: 


Be It is determined that the set-off was made in error. 


>. The allowance of such claim is recommended in writing 
by the county committee. oe 


c. The allowance of such claim is approved by the chairman 
of the State committee or another member of the State 
committce designated by the chairman. 


et its 


or Submission of Applications after Closing Date. The final 
date for the’ acceptance of applications shall be set by 


the State. committee, Applications may not be accepted in 
the State office after such date, unloss it can be 
definitoly established that failure to submit an appli- 
cation was not due to negligence on the part of ‘the appli- 
cant. Applications submitted after the closing date for 
the acceptance thereof shall be treated as claims, and any 
such claim may be allowed, provideds* 


ae It is accompanied by a statement signed by the appli- 
cant setting forth the fact that the submission of 
such application after the closing date for the 
acceptance thereof was not duc to negligence on his 
part. | 


.be. The allowance of such claim is recommended in writing 
by the county committceo. 


-¢@. The allowance of such claim is approved by the chairman 
of the State committee or another member of the State 
committee designated by the chairman. 


B, Miscellaneous Claims, Claims which do not come within the 
classifications in paragraph A of this Section II may, at the 
discretion of the State committee, be transmitted to the 
Director of the North Central Division for consideration. 


We Closing Date for Acceptance of Clains. The final date for the 
acceptance of claims shall be tho date established under 


paragraph A, 6 of this Section II, or 30 days after the-datc 
of issuance of the check under an application, whichever is 
later. 


III. UNDERPAYMENTS, 
few eexeamnidation of Claim, 


1. Determine that the corrected application for payment is 
accompanied by a statement of claim in writing over the 
signature of the claimant, In the event the claim is 
based on a change in basic agricultural data such state- 
ment of claim must clearly set forth the change and the 
reason therefor. In the event the claim is based on an 
erroneous sct-off, determine that Form 1097 has been 
prepared providing for a proper adjustment in the appro- 
priations credited and charged with the amount of the 
erroneous set-off, 


2. Determine that the claim is one which may be allowed 
under Section II of this Part V b, 


td 


» Disposition of Check or Refund.-~If the check issued under the 
original application was returned or the amount thereof refunded, 
mathorize the return of such check or. refund tothe, payee and 
advise the payce that the acceptance thoréef will not prejucide 
his claim for any, additional payment to which he may be entitled. 

GC. . Preparation and Handling of. Corrected Applications. 

le If the claim is found to be acceptable determine that the 
adjustment. application submitted has been correctly 

prepared and, computed in accordance with the statement 

of claim. Tho corrected application shall bear tho same 
-gorial: number as the original application, followed by 
tho letter "A"... Entor immediately to the left of the 
ontrics in Section I, item 5, and.to the lcft of tho 
entries in Section III of ACP-90 and Section IT of ACP-977 
and AGP-98 in the column headed "Amount", opposite the name 
of each cligible applicant, the amounts shown for such 
items on the original. application. Enter immediately 

to the left of these entries tho differences between the 
corrected cntrics and the original entrics. Where a per- 
centage other than 100% is entered in the column headed 
"Share" check the differences entered as indicated above 
by multiplying the entry to the extreme left in Section BM: 
item 5, by guch percentage, Any diffcrence eanounting to 
loss than 10 cents duc to the rounding of fractions may 
be disregarded. ' arene sc oma: 

Ze auhatae adjustment application is found to be rogular in 

every respect, schedule the amount of the adjustmonat 
in :the net payment in the regular manner except that each 
cage shall bo. scheduled on a scparate voucher. 


D.: Certification of, Adjustment Paymont.--Prepare a momoranduin 
to tho chiof of party of the Goneral Accounting Preaudit 
Office on Form RF~11 ond transmit such menorandum together 
with the corrected application, statement of claim, and | 
related papers to tho General Accounting Proaudit Office. 

If the claim was submitted because a set-off was made 
against the wrong person, or against a proper person but dz 
an amount greater than the jndebtedness, determine that a 
copy of a-properly executed Form 1097 providing for a proper 
adjustment.in the appropriations credited and charged with | 
she. amount. of the erroneous sct-off is attached. 


IV. OVERPAYMENTS, 


A, Exominetion.of Claim.--In the event the claim is based on a 

change in basic agricultural data, determine that there are | 

present a corrected application and a statement over the 
signature of a member of the county committee, clearly 


ae 
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_ setting forth the changes and the reason therefor, The 
corrected application shall bear the same serial number 
as the original application, followed by the letter "A", 


Disposition of Check or Refund.--Do not approve the corrected 
application until the check issued under tho original appli- 
cation has been returned and canceled or wntil a refund equal 

to the amount of the overpayment has been received and deposited. 
If the check issued under the original application has been 
returned, authorize the cancelation of such check, If a refund 
in the exact amount of the overpayment Nas beon received, 
schedule such refund for deposit to the appropriation against 
which the original payment was charged. If a refund in excess 
of the amount of the overpayment is received, schedule such 
refund for deposit to the Special Deposits Account. In all 
cascs where the original check has been returned for cancelation 
the corrected application must be signed by the applicant and 

by a member of the county committco irrospective of whether the 
error which resulted in the overpayment was made in the county 
office or in the APS, If the original check was received and 
negotiated by the applicant who was overpaid, the corrected 
application must be signed by a member of the county committee 
but need not be signed by the applicant. 


‘Handling of Corrected Application and Completion of Case. 


1. Upon receipt of a corrected application from the county 
office, examine such application and compare it with the 
State office copy of the original application submitted 
by the applicant. If such application is found to be 
regular and if the check issued under the original 
application has been canceled as evidenced by a copy of 
Form 1044 (Schedule of Canceled Checks) which has been 
returned by the Disbursing Office, or as cvidenced by 
a copy of Form AAA-375, Request for Cancclation of Check, 

returned by the Genoral Accounting Preaudit Office, 
schedule the amount due under the corrected application 
in the regular manner’ except that cach case shall be 
scheduled on a separate voucher. 


2, Where the original check has been canceled, prepare a 
memorandum to the chief of party of the General Accounting 
Preaudit Office on Form RF-11 and transmit such memorandum 
together with the corrected application and related papers 
to the General Accounting Preaudit Office. 


%, Where a refund has been made or a set-off has been 
effected in the exact amount of the overpayment, attacn a 
statement to the corrected application indicating that an 
appropriate adjustment has beon made and file such 
corrected application in the APS, 
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A, Where a refund has been mede in excess of the amount of 

the overpayment, authorize the transfer of the amount of 
the. overpayment from the Special Deposits Account to the 
appropriation against which the original payment was 

ee charged by use of Form-1046; authorize the return of the 
amount of tho refund in oxcess of the overpaymont to the 
payee by use of Forms 1047 and 1048; attach a statement 
to the corrected application indicating that an appropriate 
adjustment has boen made; and file the corrocted: appli 
cptlion im the sarc ass ticle 


VY. RETURNED. CHECKS. ppm se / 


A, Period of Retention of Undelivered-Checks, Checks forwarded 
to the treasurer must be delivered within twenty-one days after 
receipt thereof or returned to the Disbursing Office. If a | 
check is not claimed within ninety days after the first day q 
of the month next following the month during which such check 
was issued, it will be forwarded to the Check Section, Rocords 
Division, General Accounting Office, whore it will be retained 
until the end of the fiscal year next following the fiscal 
year during which the check was issued unless claimed prior to 
that time. Thereafter, the check will be deposited in the 
United States Treasury to the credit of a trust fund account 
ontitled "Outstanding Liabilities." 


ES 


Office will prepare Form 1664—A showing thereon the mame and 
address of the payeo, the county code and the application 
sorial number, the check number, date of issuance, and | 
anount of the returned chock, and-the Disbursing Officor's 
symbol number and voucher number, the original and three 
copics of Form 1664-A will bo forwarded to the State office. 
Such forms shall be filed in alphabetical order pending detor- 
mination as to the proper disposition of the check, If a 
chock is returned to the Stato office rathor than to the 
Disbursing Office, forverd such check immcdiatcly to the 
Disodursing Office, Whon Forms 1664-A are received in tho 
Stete office, prepare ACP-28. f 


C, Cancelation and Redelivery of Returned Checks, 


1. Disbursing Officé Error. If a check is returned because 
the amount thereof or the name of the payee thereon docs 
not agree with that shown oh ACP-91 ‘on which the payment : 
was listed, forward such check immediately to the Disbursing 
Office with a request that a corrected check be issued, In 
guch case, Form 1044 noed not ve prepared. 


fag ei 


2. Overpayment. If a check is returned because the amount 
thereof is more than that to which the payee is entitled 
and such incorrect amount was not due to an error in the 
Disbursing Office, authorize the cancelation of such check 
by use of Form 1044 if the check is held in the Disbursing 
Office or by use of Form AAA-375 if the check is held in the 
Goncral Accounting Office. Indicate the action takon on 
Form 1664-A, 


rT 


3. Underpayment or Failure to Doliver Cheek, . If a check is 


returned because the amount thereof is less than the 

anount to which the payee is eutitled or because of failure 
to deliver such check within the 2l-day period, or if a 
check is returned by the post office because of insufficient 
or incorrect address, and if such check is being held in the 
Disbursing Office, authorize the return of such check by 
use of Form 1664-A upon receipt of a claim therefor over 

the signature of the payee, showing his present address. 

In such cases if the check has been forwarded to the 

General Accounting Office, authorize the return or re- 
issuance of such check by the use of Form AD-42. 


4. Payee Deceased, Disappeared, or Incompetent.--If a check 
is returned because the payee is deceased, has disappeared, 
or has been declared incompetent by a court of competent 
jurisdiction, authorize the cancelation of such check by 
use of Form 1044 if the check is held in the Disbursing 
Office or by use of Form AAA-375 if the check is held 
in the Gonoral Accounting Office. Indicato the action 
taken on Form 1664-A, 


VI. LOST CHECKS, If the State office is notificd that a check has bccn 
lost, stolen or destroyed, such notification shall be forwarded 
immediately to the Disbursing Office. The handling of such cases 
comes within the oxclusive jurisdiction of the Treasury Departmont 
and appropriate action will be taken by the Disbursing Office to 
effect settlement of such cases, 


VIII, REFUNDS. 


As 


Examination, Remittances reccived in the APS should be in 


the form of postal moncoy orders, certified checks, or 
cashier's checks. Examino any such remittance to doterminc 
that it is properly dated, that the written and numerical 
amounts thercon ngree and that such remittance is negotiable 
in form, All remittances should be drawn in favor of the 
Tronsurer of the United States, but if a remittance is drawn 
payable to the "North Central Division" or to the "Agri- 
cultural Adjustment Administration," or to the Department 

of Agriculture" or in a similar impersonal manner, it may, 


es 


if otherwise negotiable, be accepted and endorsed with a 
rubber stamp as follows: 


"Pay to the Order of 
- The Treasurer of the United States, 
“Division of Disubrsement, Treasury Department, 
North Central Division, AAA, U. S. Department of Agriculture. 


~ State Office a 
Remittances drawn payable to some person other than the Treasurer 


of the Unitcd States or remittances which are not negotiable in 
form must be returned to the romitter through the county com- 


mittee with a request that a now romittance, negotiable in form, 


and payable to the Treasurer of the United States be submitted. 


Disposition of Eenittance. Under no circumstances shall a 
remittance be retained in the State office longer than 

two days. If a remittance is fod to be unacceptable or is 
found to be not due from the person for whom the ranittance 

is made, such remittance shall be returned to the rcmitter 
through the county office. If a remittance is found to be 
acceptable, prepare ACP-28 in connection therewith and 

schedule such remittance on Form 1044 and forward to the 
Disbursing Office for deposit. If the remittance is for the 
exact amount of an overpayment, such remittance shall be 
scheduled on Form 1044, used as a schedule of collections, 

for deposit to the appropriation against which the overpayment 
was charged. In the event the remittance is in excess of the 
amount of the overpayment or if the reason for the remittance 
is not known, such remittance shall be scheduled on Form 1044, 
used as a schedule of collections, for deposit in the Special 
Deposits Account. In such cases, when the exact amovnt of the 
overpayment is determined or when the reason for the refund is 
determined, authorize the transfer of the proper amount of the 
remittance from the Special Deposits Account to the proper 
appropriation by use of Form 1046 and authorize the return of any 
amount of the remittance in excess of the overpayment to the 
remitter by use of Forms 1047 and 1048. If it develops that a 
remittance was not honored when presented for payment, the Dis- 
bursing Office will return the dishonored remittance to the APS 
together with two copies of Form 1044, used as a schedule of 
uncollectible checks. In such cases, one copy of Form 1044 
should be signed by the certifying officer and returned to the 
Disbursing Office as a receipt for the returned remittance. 

The uncollectible check should be returned to the remitter and 
immediate steps should be taken to secure a remittance which 
will be honored when presented for payment. ‘Thereafter, prepare 
Form ACP-24 in connection with such uncollectiblke check. When a 
collectible remittance is received, insort a notation on the 
Form 1044 on which such collectible romittance is scheduled 


Ae 
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indicating that the remittance r épresents the recovery of the 
anount of the uncollectible remittance previously scheduled on 
Form 1044, Schedule of Collections, Schedule No. ° 


VIII, DEATH, DISAPPEARANCE, OR INCOMPETEICY, 


Examination of Claim.--Claim for a payment under any 1939 Price 


Adjustment Program which was issued to a person who signed an 
application prior to his death, disappearance, or incompetency 


“must be made on Form ACP-103. Form ACP-103. shall be prepared in 


triplicate in the county office and the original and one copy thereof 
shall be submitted to the State office, If in the examination of 

a claim it is found that it cannot be approved; a letter should 

be addressed to the county committee setting forth the reason 

for disapproval and wherever possible suggestions should be made 


with respect to the corrections or additional information required 


before further Consideration may be given to the claim. 
1. Applicant Deceased 


a. Determine that the State and county code, together 
with the name of the county and the name of the State 
have been entered in the upper right-hand.corner on 
both the original and copy of ACP-103, 


bs Determine that Part I of Form ACP-103 has beon properly 
executed in accordance with the instructions on the 
reverse side thereof, ; 


(1) If the applicant is claiming under item (6) of the 
first paragraph relating to the execution of paragraph 2 

of ACP-103, or under item (5) of the second paragraph 
relating to the execution of paragraph 2, determine 
that the name of the county and State wherein the 
producer was domiciled, preceded by the words 
"domiciled in", have been entered at the end of 
paragraph 1 of ACP-103. 


C. Determine that Part II has been properly signed by a 
member of the county committee, Site 


d. Payment may be made upon proper application therefor, 
without regard to claims of creditors other than 
the United States, in accordance with the order of 
precedence indicated on the reverse side of ACP-103, 


e, Legally adopted children shall be entitled to share 

in any payment in the same manner and to the same 
extent as other children, If any person who is entitled 
to payment under the above order of precedence is a 
minor, payment of his share shall be made to his legal 


3. 


evardian, but if no legal guardian has been appointed 
payment shall be made to his natural suardian for his 
benefit, unless the minor's share of the payment excceds 
$500, in which event payment shall be made only to his 
legal guardian. <Any paymont which the deceased person 

‘ could have received may be made jointly to the porsons 
found to be entitled to such payments : 


sy 


2, Applicant Disappeared. 


a. Determine that Form AGP-103 has been prepared as 
indicated in paragraph 1, subparagraphs a, b, and c, 
supra. : : 


b. Payment may be made upon proper application therefor, 
without regard to claims of creditors other than the 
United States, in accordance with the order of 
precedence indicated on the reverse side of ACR-103, 


3%. Applicant declared incompetent. 


a. Determine that Form ACP-103 has been prepared as 
indicated in paragraph 1, subparagraphs a, b, and c, 
supra. 


vb. If no guardian or committee has been appointed, payment, 
$f not more than $500.00, may be made upon proper 
application therefor without regard to claims of 
creditors other than the United States, in accordance 
with the order of precedence indicated on the reverse 
sido of ACP-103. — 


c, If the payment claimed is more than $500.00, payment 
may be made only, to such person as may be authorized 
under the State law to receive payment for the 
incompetent producer. 


Disposition of Check. Determine that the check issued to the 
payee under the original application for payment who has died, 
disappeared, or who has been declared incompetent has been 
canceled, Evidence of the cancelation of a check may be in the 
form of an accomplished copy of Form 1044.or an accomplished 
copy of AAA-375. 


Preparation of Voucher.--If the claim submitted on ACP-103 

is found to be regular and the original check has been can- 
celed, schedule the amount claimed not in excess of the anount 
due in the regular manner, cxcept that cach case shall be 
scheduled on a sovarate voucher, Any payment which a deceased pers 
could have received may. be made jointly to the persons found to 
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be entitled to such payment, or the claimants may join in 
naming a trustee for thé purpose of receiving and distributing 
the payment, in which ¢ase payment shall be certified to the 
trustee in his representative capatity. Payment to the 


Claimant should be scheduled in a manner that will clearly 


indicate the capacity in which the claimant is entitled to 
payment. The following examples illustrate the manner in 
which these cases should be scheduled. 


1. Claim by widow 


a. Schedule to "Mary Jones, wicow of John Jones, 
Deceased." 


2. Claim by an adult heir or a minor who has been 
emancipated 


a. Schedule to "James aby son of Jonn Doe, 
deceased." 


3. Claim by spouse of an incompetent 


a. Schedule to "Mary Doe, wife of, and for the 
benefit of John Doe, incompetent." 


4. Claim by father of a person who has disanpeared 


a. Schedule to "John Smith, father of, and for 
the benefit of the estate of Tom Smith, 
disappeared." 


Certification of Adjustment Payment. Prepare a memorandum 
to the Chief of Party of the General Accounting Preaudit 


Office on Form RF-11 and transmit such memorandum, together 
with the original of ACP-103 and related documents and the 
vouchers prepared in connection therewith, to the General 
Accounting Preaudit Office, File the copy of ACP-103 in 
the APS file. 


Brief of State Laws for Use in Settlement of Death and 
Incompetency Cases. See Supplement No. 6 to NCR-State 108 
for brief of State laws for use in settlement of death 

and incompetency cases where the claimant is not specifically 
listed on the reverse side of ACP-103. 


PREPARATION, EXAMINATION, AND DISTRIBUTION OF FORMS, 


es 


Form ACP-28, Official Receipt. 


1. Purpose of Form. Form ACP-28 is used to receipt for a 
returned treasury check or other remittance. 


2. Preparation of Form. 


a. Prepare ACP-28 in duplicate (original on ACP-28 
and the copy on ACP-28A). eek oat catiak ie 


bd. Enter in.the spaces provided therefor 


(1). The name. and complete address of the remitter 
.. (the person who returned the check or who 
submitted the refund). _ gga 


(2) The applicant's name. | 


(3) The nature of the remittance (U.S. Treasury 
Check, certified check, money order, etc.) 


(4). The payee's name (In case of a U.S, Treasury 
Check, the name of the payee shall be the name 
on the returned check and in the case of a refund 
such name shall be the name of the payee on the 
remittance.) e 


(5) The D. 0. Voucher Number of the voucher under which 
the payment was made and date of such voucher. 


(6) The receipt number, if the remittance is other than 
a U.S. Treasury Check. The first remittance other 
than a U.S. Treasury Check shall be numbered "39-PA-1! 
and succeeding remittances shall be numbered "39-PA~2" 
"Z39-PA-3" etc. Do not assign receipt numbers to 
Forms ACP-28 prepared in connection with returned 
treasury checks. 


(7) The State and county code and serial number of the 
application, together with the name of the program 
with respect to wich the payment was made. 


(8) The date, check or remittance number, and the amount — 
of the remittance. 


c, The certifying officer shall sign ACP-28A in the space 
provided for the signature of the officer in charge and 
such form shall then be forwarded to the remitter. The 
original ACP-28 shall be filed pending disposition of 
the remittance. 


3. Completion of ACP-28 after Disposition of Remittance. 
a. If a returned check is authorized to be returned to the 
payee, enter under the heading "Action Taken" the nota- 
tion "See attached form" and attach to the APS copy of 


d. 
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ACP-28 a copy of Form 1664-A or a copy of AD-42, 
whichever was'used in authorizing the return of such 
check, File the ACP-28 in the APS. 


If a returned check has been canceled, enter under 

the heading "Action Taken the notation "See attached 
form" and attach to the APS copy of ACP-28 a copy of 
Form 1044 or a copy of AAA-375, after such form has 
been returned from the Disbursing Office or the General 
Accounting Office, as the case may be, indicating that 
the check has been canceled. Unter under the heading 
tAction Taken" the fund credited in the spaces provided 
therefor. Also, indicate what part, if any, of the 
original payment is reclaimable. 


If a refund equal to or in excess of the amount of an 
overpayment has been scheduled, enter under the heading 
"Action Taken" the notation "See attached form(s)" 

and attach to the APS copy of ACP-28 a copy of any 

form used in effecting disposition of the remittance. 
Enter under the heading "Action Taken" the certificate 
of deposit number, the date of deposit, and the fund 
credited in the spaces provided therefor. 


The certifying officer shall sign the APS copy of 
ACP-28. 


Form 1664-A, Notice of Check Returned. 


AW 
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Purpose of Form. Form 1664-A is used to notify the 
State office of the receipt by the Disbursing Office 
of a returned check. 


Completion: of Form. 


a. Check the applicable box to indicate the disposition 
to be made of the returned check. 


b. If the check is to be remailed to the payee type 
the name and present address of the payee in the 
box provided therefor. 


c. The original and second copy shall be initialed 
and the first copy signed by the certifying officer. 
fhe title of the certifying officer and the date of 
signature shall be typed on the original and all 
copies. 


Distribution of Form. 


a. Forward the original and first two copies to the 
Disbursing Office. 


De 
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me wae THI copy with the ae copy of ACP~28. 


Ce AD-49, = “Aimini strative Report. 


1. 
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Purpose of Form. AD-49 is 3s eed where a claim is filed 


for.-a check “which. has been oa eo +0 the General 


Accounting Office. Aptis age age] 
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Preparation « of Form. 


. Prepare AD-42 in » quadruplicate: (original and 


three copies). 


Dyker the reference number seeds a the Claims 
Division of the General Accounting Office in the 

upper left-hand corner of aoe if such rererence 
numbor is. available, 


After the word Noft. insert the name hina address of 
the claimant. 


Insert the amount claimed in the space provided 

therefor, This amount shall be the amount which 
is claimed by the applicant or in the absence 

of a definite claim. by the applicant i+ shall we 
the amount of the chock which is. being retained 

by the General Accounting Jiiroog 


Enter. after the words "Aoproved for" the amount 

which is properly allowabie to the claimant. 

Such amount will usually..be the anount of the check 
which is being held in the General Accounting Office, 
If there is any difference betwoen the amount claimed 
and the amount approved, such difference shall be 
ontered aftor the words "Differences explained below" 
and an explanation of such difference shall be set 
forth in the body of the form. 


Delete the word "Chargeable" and insert in lieu 
thereof the word "Charged." ‘Enter after the word 
"Charged" the symbol and title of the appropriation 
o which the amount approved has been charged. 


‘The body of the form should read substantially as 


follows: 


"According to the records of the 
State Office, North Central Division, Agricultural 
Adjustment Administration, check number 
in’ the anotnt of _, dated 


issued by G F,. Allen, Chief silos: Officer. iio 


: Be 


ies 


"connection with eK: a price adjustment, 
application No, "' «° through the Regional 


Disbursing Office at >" ander symbol number 
., was returned to the Regional Disbursing 
Office and forwarded by that office to the General 


 Aocounting Office under date of ’ 


Ge 


Ce 


~The payee is still entitled to: the poe ae of this 
beans " 


Ste the statemont of claim was proviously referred to 
the General Accounting Office and retained by that 

' office, delete the word "accompanying" in the first 
“line of the report and the words "and is transmitted 
on you for settlement" in “he second and third lines 
of ‘the réport. he. SEN 


The certifying officor shall initial the original and 
~ first copy of AD-42 below the words "Director of 


Financo" and the full name and address of the certifying 
officor shall be typed on the first copy of AD-4e 


Distritution of Form, 


Forward the original and two copies together with the 
statement of claim, if available, to the Director of 


the North Central hy 


File the third copy with the IPS copy of ACP~28, 


Upon receipt of a copy of the lettor used in trans 


“mitting the chock from the General. Accounting Office 
to the: payee, file such letter wi th the APS copy of 


ACP-28, 


D. Form 1044, Schedule of Canceled Checks. 


1. 


Be 


Purposc:of Form, Form 1044 is used to schedule United 
Statos Treasury Checks hold by the Disbursing Offico, 
for deposit to the appropriation against which such 
checks were drawn, 


Be 


De 


Ce 


- Preparation of Form, 


Prepare Form 1044 in nonuple (original and eight copies).s 


Delete the word "COLLECTIONS" in the title and 


insert above such word the words "CANCELED CHECKS, " 


Enter the State and county code above the words 
"Schedule of Canceled Checks.’ Do not schedule 
checks from more than one county on one set of Forms 
1044. Do not schedule checks issued in connection 
with different appropriations on the same schedule, 


| Vag: 


Co 


ay 


rei. 


Je 


i Te 


ki 6) 8 


Enter in the first line in the upper right-hand 
- corner the schedule number. Assign No. NZ9-PA-1"! 
to the first set of forms and assign consecutive numbers 
+o succeeding sets of forms, Do not include more than 
one sheet for any schedule, » 


Enter in the space immediately above the words 
"Department or Establishment" the word “Agriculture, " 


Enter in the space above the words "Bureau or Office" 
-.the letters "AAA." and the name of the State office. 


Enter immediately following the words "Received by" 
the name "G,F, ALLEN"; enter over the word "Title" 
tho words "Chief Disbursing Officor;" and cnter 


-.immediately above the word "Station" the city and 
-State where the Realtones, Disbursing Office is located. 


Enter immediately following the word "Period" the 
month during which it is anticipated that the 
Disbursing Office will handle such form, 


Enter in the space provided therefor the D.0. 
symbol number furnished by the Disbursing Office 


to be. used for this purpose. 


Delete the word "received" in the first columna and 
insert in lieu thereof the words "check issued." 
Enter in such column tho date of the check, = 


Delete tho word "Receipt" in the heading of the 
socond column and insert in lieu thereof the word 
"Check! Enter in this column the number of the 
check which is to be canccled, 


Delete the word "Remitter" from the heading of 
the third column and insert in liew thereof the 


word "Payee," Enter in this column. the name of the 


payee and enter under the name of the payee the 
D. O. Voucher Imber. This number may be obtained 
from Form 1664-A. ae 

Enter in the fourth column the words "Payee not 
entitled" in all cases exccpt where the check is 
being canceled due to the death, disappearance, or 
incompotoncy of the payee, If: the chock is being 
canceled due to the death, disappearance, or in- 
competency of the payee, entcr the words "Payce 
deccased," "Payco disappearod, " or the words 
"Payee incompetent," as the case may be. 


ee 


n. Enter in the fifth column the amount of the check, 


O. Enter in the last column the symbol and.title of the 
appropriation to be crédited. 


pe Obtain, the total. for are amounts shown in the fifth 
column and enter such total in the space provided 
therefor. 


q. Enter immediately following the word "Forwarded" 
in the lower right-hand corner of the form the 

date such form is forwarded to the Disbursing Office, 
The certifying officer shall sign on the noxt linc 
following the word "By" and enter his title in the 
next line following the word "Title." The name and 
title of the certifying officer shall be typed on 
all copies, 


r. Make no entries in the lower left-hand corner of 
the form as this space ig reserved for the use of 
the Disbursing Office, 


s. Stamp on one copy the words "Forward to Control 
Accounts and Reports Section, Agricultural Adjust~ 
ment Administration, Washington, D, C." Stamp or 
_type on two copies the words "Transmit to General 
Accounting Preaudit Office" followed by the address 
of that office, 


Distribution of Form, 


a. Forward the original and six copies (including the 
copy for the Control Accounts and Reports Section) 
to the Disbursing Office. ; 


bd, Retain two copies in a pending file until the 
receipted copy is returned from the Disbursing Office, 


c,. Upon receipt of the original and six copies, the 
Disbursing Office clerk will fill in the first and 
second lines in the lower left-hand corner of the 
form and will retain one copy in the Disbursing Office, 
return one copy to the State office, forward two copies 
to the General Accounting Preaudit Office, forward one 
copy to the Control Accounts and Reports Section 
Agricultural Adjustment Administration, Washington, D. C., 
and forward the original and one copy to the Treasury 
Department in Washington, D, C., whence the original 
will be forwarded to the General Accounting Office in 
Washington, D, C. ; 


h- 19 


d. When the-receipted copy is returned by the General 
Accounting Preaudit Office enter on the copies in 
the pending file the data shown in the lower Loerie 
hand corner of the receipted copy. 


©, Forward the receipted copy to the ‘State accountante 


f, Forward one copy to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


ce. File the remaining copy with the APS copy of ACP-28. 


ie Form AAs-3'75 , Request for Cancelation of Check. 


1. 


ce 


Purpose of Form. Form AAA-~375 is used to request the 


cancelation of a United States Treasury Check held by 


the General Accounting Office. 


Preparation of Form. 


a. Prepare AAA-375 in quintuple (original and four copies). 


b. Enter in the upper right-hand corner in the spaces 
provided therefor the State and county code and 
serial number of the application under which the 
check was issued, 


c. Enter in the upper right-hand corner in the space 
provided therefor, the schedule number, The schedule 
mimber shall be assigned in the same series as that 
used in connection with Form 1044, Schedule of 
Canccled Checks. 


d, Enter in the upper right-hand corner in the space 
provided thorefor the date tho form is prepared. 


ce, Entor in the first paragraph in the spaces provided 
therofor the check number, the date of the check, the 
amount of the check, the location of tue Di sbur sing 
Office, the D. 0. symbol number, the D. QO. voucher 
number, the name of the payee, and the date the 
check was forwarded to the General Accounting Office. 


f, Enter in the blank space in the second paragraph the 
words “is not entitled to the proceeds of such check! 
jinall cases except where the check is being canceled 
due to the death, disappearance, or incompetency of 
the payee, If the check is being canceled due to the 
death, disappearance, or incompotency of the payes, 
enter the words "is deccascd", "has disappeared", 


ea ee 


or the words "has been declared incompetent", as the 
case may be, 


& . Enter in the blank space'in the third paragraph 
the symbol and title of the: appropriation to which 
the proceeds g2; the check are to be credited, 


h, . The original of the form shall be: signed and the 
ie gr copies thereof initialed by the certifying officer 
- in the space provided therefor. Tho title of the 
_cortifying officer shall. be typed immediately beneath 
the space provided for his signaturo, - 


1. Enter in the blank space cee the line provided 
for the, signature of ‘the il ali officer the name 
of the State office, - 


Je Hnter in the blank space beneath the line provided 
_for the name of the State office the words "North 
pariah " 


k,. in tor in the space provided therefor at the bottom 
of the form the name and address of the chairman 
‘of the State committee, 


Se Distribution of Form. 


a. Forward the original and three copies to the General 
Accounting Preaudit Office prior to or at the time 
the adjustment case is submitted to that office. 


be Retain the other copy of such form in the pending 
file until a copy of such form is returned from the 
General Accounting Office Bs as eae the action 
taken, 


c. Upon receipt of a copy of such form from the General 
Accounting Preaudit Office indicating the action 
taken, cnter on the copy in tho’ ponding file a nota- 
tion as to WHE action taken by the General Accounting 
Office, 

ad. Forward the returned copy to the State accountant. . 

e, File the romaining copy with tho APS copy of ACP-28, 

Fe Form 1044, Schcdule of Collections, 


1. Purpose of Form, Form 1044 is used to schedulo romit- 
tances for deposit to the proper appropriation or account, 


i Be 


2. reparation of Form. 
a, ‘Prepare Form 1044 in octuple (original and seven copies). 


be. Do not schedule more than one type of remittance on a 
get of Forms 1044; that is, do not list money orders 
and certified cheeks on the same set of forms, Do not 
schedule remittances to be credited to the Special 
Deposits Account and remittances to be credited to 
appropriations on the same set of Forms 1044, Do not 
' schedule remittances to be credited to. different 
appropriations on the same set of Forms 1044, Do not 
schedule remittances for more than one county on a sect 
of Forms 1044, 


ce Enter the State and county code above the words 
"Schedule of Collections," 


d. Enter on the first line in the upper right-hand 

~-  gorner the schedule number, If. the remittance is 
to be deposited in the regular appropriation, assign 
No. "39-PA-1" to the first set of forms and assign 
consecutive numbers to succeeding sets of such forms. 
‘If the remittance is to be devosited in the 
Special Deposits Account, assign No. "39-PAé-2001" 
to the first set of forms and assign consecutive 
numbers to succeeding sets of such forms. Care 
shall be exorcised to sce that separate series of 
schedule numbers are used when Form 1044 is used 
as a schedule of canceled checks and when such form 
is used as a schedule of collections. 


e. Enter in the space immediately above the words 
"Department or Establishment" the word "Agriculture," 


f. Enter in the space above the words "Bureau or 
Office’ the letters "A, AA," and the name of the 
State office, 


& Enter immediately following the words "Received by" 

| the name "G, F, Allen;" enter above the word "Title" 
the words "Chief Disbursing Officer;" and enter 
immediately above the word "Station" the city and 
State where the Regional Disbursing Office is located. 


h, Enter immediately following the word "Period" the 
month during which it is anticipated that the Dis- 
bursing Office will handle the form, 


i, Enter in the space provided therefor the D, 0, 
symbol number furnished by the Disbursing 
Office to be used for this purpose. 
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Pera Soa 


Enter in the first column under the caption "Date 


oo e ed. 4 _the date of ae tat Pi the remittance. 


eh tei in the second. ja ts ahd the caption "Receipt 
Nou“ “the receipt. number shown on the third line at 
‘the right-hand side of so Si ae. 


.° Enter in the third column under ‘the caption "Name 
of Remitter" the name of the applicant who is to 


receive credit for the remittance. Enter under 


the name of the applicant the type of remittance, 


"Money Order," "Certified: Check," etc.; and if the 


remittance has been made by check enter the namé of 
the bank upon which such check was drawn. 


Enter in the fourth column the words "Payee not 


-entitled." Enter in this column the number of 


the check by which the overpayment was made and 

the D. 0. voucher number of the schedule form on 
which such check was listed and the period in which 
the items listed under the D.0. voucher number 
were paid. Also enter the name of the Disbursing 
Officer. : 


Enter in the fifth column the amount of the remittance. 


Enter in the last column the symbol and title of the 
appropriation or account which is to be credited. 


Obtain the total for all amounts shown in the fifth 
Column and enter such et: in the space provided 


pS eae 


eae immediately following the word "Forwarded" 
in the lower right-hand corner of the form the 
date such form is forwarded to the Disbursing 
Office. The certifying officer shall sign on the 
next line following the word "By" and enter his 
title in the next line following the word "Title". 
The name and title of the certifying officer shall 
be typed on all copies. 


Make no entries in the lower left-hand corner of 
the form as this space is reserved for the use of 
the Disbursing Office. 


Stamp on one copy the words "Forward to Control 
Accounts and Reports Section, AAA, Washington, D. C." 
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3. Distribution of Form. 


A. 


h, 


oe 


Forward the original and three copies (including 


the copy for the Control Accounts and Reports 
Section) to the Disbursing Office together with 


' the remittance (money order, certified check, etc.) 


Forward one copy to the Bookkeeping and Warrants 
Section, Treasury Department, Washington, D. C. 


Forward one copy together with a copy of the letter 


-of explanation from the county office with respect 


to the refunds to the Accounting and Bookkeeping 


- Division, General Accounting Office, Washington, D. C. 


Retain the other two copies in a pending file until 
the receipted copy is returned from the Disbursing 
Office with the certificate of deposit number indicated 
thereon. ; ) 


Upon receipt of the original and three copies, the 
Disbursing Office clerk will fill in the first and 
second lines in the lower left-hand corner of the 

form and will retain one copy in the Disbursing 

Office, return one copy to the State office, forward 
one Copy to the Control Accounts and Reports Section, 
Agricultural Adjustment Administration, and forward the 
original to the Treasury Department, Washington, D. C. 


When the receipted copy is returned by the Disbursing 
Office, enter on the copies in the pending file the 
certificate of deposit number and the date shown in 
the lower left-hand corner of the receipted copy. 


‘Forward the receipted copy to the State accountant. 


Forward one copy to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


File one copy with the APS copy of ACP-28. 


G. Form 1044, Schedule of Collections Prepared by Disbursing 


Office. 


1. Preparation of Form. Where the county committee or an 
applicant transmits a remittance to the Disbursing 
Office instead of the State office, the Disbursing 
Office will prepare Form 1044 (Schedule of Collections) 
and credit the amount of the remittance to the Special 
Deposits Account. A copy of such form will be transmitted 
to the APS with a notation thereon to the effect that 


a Bo = 


_ Such form was prepared in the Disbursing Office. Upon 
receipt of Form 1044 so prepared, prepare two additional 
Copies of such form and enter on each copy thereof above 
the schedule number, if any, assigned by the Disbursing 
Office, a schedule number in the same series as that 
assigned to Schedules of Collections listing remittances 
to be deposited to the credit of the Special Deposits 
Account. Such schedule shall thereafter be referred to 
by the schedule number assigned by the Disbursing Office 
and the schedule number assigned by the APS, 


2. Distribution of Form. 


a. Forward one copy to the office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


b. Forward one copy to the State Accountant. 
Cc. File the remaining copy with the APS copy of ACP-28. 


H. ACP-24, Debit Voucher for Uncollectible Check Returned. 


1. Purpose of Form. Form ACP-24 is used to authorize the 
debit of the amount of an uncollectible remittance which 
has been scheduled on Form 1044, Schedule of Collections. 


2. Preparation of Form. 


a. Prepare ACP-24 in quadruplicate (original and three 
copies). 


_b. Enter in the upper right-hand corner after the 
word "No." the schedule number. Assign number 
"39-PA-1" to the first set of forms and assign con- 
secutive numbers to succeeding sets of such forms. 


c. Enter in the uper right-hand corner after the word 
"Date" the date the form is prepared. 


d, After the word "To:" insert on each copy of the 
form the name of the person or unit to whom such 
copy is to be forwarded. Copies of such form shall 
be forwarded as follows: 

(1) Original to the State accountant. 


(2) Two copies to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


(3) File one copy in the APS, 


= Oe 


e. After the word "From! enter ihe name of the State 
office and between the . words "Office" and "Division" 
enter the words: “North Central." 


f. Describe the ques eis check in the spaces 
provided therefor. Space is provided on the form 
for the: description of two uncollectible checks. 
“ALL uncolléctible checks which were: originally. _ 
scheduled on any one Form 1044 must be listed on 
the same ACP-24. If more than two uncollectible 
Checks were scheduled on the same set. of Forms - 
1044, the description of such checks shall be 
shown on the reverse side be ACP - ar 


g. Enter. after the words "Schedule No." the schedule. 
number of Form 1044 upon which such checks were “— 
originally scheduled and enter after the word 
"Dated" the date of the original Form 1044. 


h. Enter after the word "Symbol" the symbol number 
and title of the appropriation or account originally 
credited with the amount of the uncollectible checks © 
listed on ACP-24, Unter after the word "Amount" 
-the total amount of such checks. 


i, Enter after the word "From" the total amount 
scheduled on the original Form 1044, Schedule 
of Collections, and enter after the word "To" the 
difference between the amount originally scheduled 
on Form 1044 and the amount of the ane 
Checks, listed on ACP-24, 


j. Immediately above the space provided for the signature 
-of ‘the officer in charge, type a statement to the 
effect that an attempt is being made to obtain a 
proper remittance or that no such attompt is being 
made for the reason that the amouit of the uncollectible 
check does not represent an amount due the Government. 


k. After ACP-24 has been completed it shall be signed 
by the certifying officer and distributed as provided 
in subparagraph d of this paragraph 2. 


Form 1046. Schedule of Transfers - Special Deposits. 


1. Purpose of Form. Form 1046 is used to transfer funds from 
the Special Deposits Account to the proper avpropriation. 


pad Preparation of Form. 


a. Prepare Form 1046 in octuple (original and seven copies). 
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Enter’ the schedule number in the space provided therefor 
vin the upper right-hand corner of the form. Assign 

“No. "Z9-PA-1" to the first set of forms prepared and 
assign numbers’ oe ee to Nard och sets of 

. Solaae arer 


Grier over the: herr "Department or « Betablishnont" 


the word "Agriculture.". 


Enter over the words "Bureau or Office! the letters 
"A.A.A." and.the name of the State office. 


Enter following the words "Made by" the name 


‘"G, F.-Allen; enter over the word "Title" the- 


words "Chief Disbursing Officer": and enter over the 
word "Station" the city and State where the Disbursing 
Office is located. 


Enter following the word "Period" the month in 


-which it is anticipated that the Disbursing Office 


will effect the transfer of the funds. 


Enter after the words "D, 0. Symbol No." the 
symbol number furnished by the Disbursing Office 
for this purpose. 


Enter in columns (1), (2), (3), and (4) the data 
shown in the corresponding columns of the Form 1044, 
Schedule of Collections, upon which such refund was 
previously scheduled. 


Enter in the column headed "Amount to Be Transferred 
to the Regular Account" the following: 


(1) If the amount scheduled on Form 1044 is in 
-excess of that due from the debtor by less 
-. than 25 cents, enter the amount scheduled on 
Form 1044, , 


(2) If the amount scheduled on Form 1044 is in excess 


of that due from the debtor by 25 cents or more, 
enter the amount due from the debtor. 


(3) If the amount scheduled on Form 1044 - is less Pian 
that due from the debtor by less than 50 cents, 
enter the amount shown on Form 1044, and enter 
the name of the debtor and the amount by which 
the amount of the remittance is less than the 
amount due on the Register of Indebtedness, 
but do not maké any affirmative effort to collect 
the balance due. 


= 26) = 


(4) . Ifthe amount scheduled on Form 1044 is: less 
_ > than that due from the debtor by. 50 cents or 
more, onter the amount: shown on Form 1044. and 
request the debtor to make: an additional refund 
to cover the balance due, and enter the. name of 
tne debtor and the amount by which the amount 
of the remittance is less than the Srauae pugs 
on the Register of Indebtedness. 


j.. Enter in the column. headed "Fund to Be Gredited, etc." 
the symbol and title of the appropriation to. be © 
credited. 


k. The certifying officer shall sign and enter his title 
in the. spaces provided: in the. lower right-hand corner 
of the.original form and his name and title Oia be 
typed on all other copies. Coie 


1. Stamp on.one copy the words "Forward to Control — 
Accounts. and Reports Section, AAA, Washington, D. C." 


So. DEStoa bubwvon of OnE, 


Ae Forward the eve ey and aes copies emenes the 
copy for the Control Accounts and Reports Section) 
to the Disbursing Office. 


b. Forward one copy to the Bookkeeping and Warrants 
Section, Treasury Department, Washington, D.C. 


c. Forward one copy to the Accounting:and Bookkeeping 
. Division, General Accounting Office, Washington, D. C0. 


d. Retain the other two copies in a pending file until 
the receipted copy is returned from the Disbursing 
Office with the certificate of the deposit. number 
and date of deposit indicated thereon. Unter this data 
‘on the two copies in the pending file. 


@, Forward one copy to the Office of Budget and Finance, 
Department of Agriculture, Washington, D. C. 


f. Forward the receipted copy to tne State accountant. 
Panic tel i AnAIECs apa coamee se | 
J. Forms 1047 and 1048, Public Toucher, for Refunds. 
Ae Purpose. of Forms. Forms 1047 and 1048 are sted to authorize 


the Disbursing Office to reimburse an applicant when the 


applicant has made a refund in excess of that due by 25 cents 
or more. 


Qe 


b. 


d. 


ca ae 


Preparation of Forms. 


Prepare. Form 1047 in ‘triplicate (original on Form 
1047 and two copies on Form 1048). 


“Assign serial numbers. to Forms. 1047 in consecutive 


order beginning with No. 301. Enter in the space 
provided therefor, the assigned serial number pre- 


.ceded by -the State and county code; for example, 


33-022 301. 


Enter in the space provided therefor in the upper 
right-hand corner the D.0. voucher number under which 
payment was made. 


Inter after the words "United States" the words 
"Department of Agriculture, Agricultural Adjustment 
Administration State office," 


Enter after the word "Location" the name of the city 
and state in which the State office is located. 


Enter after the words "Appropriation or Fund" the 
words "Special Deposit" and enter the symbol 
number of the Special Deposits Account. 


Enter after the word "To" the name of the payee. 


Enter after the word "Address" the words "In Care of" 
and enter the name and address of the treasurer. 


Enter after the word "on" the words "Schedule of 
Collection No." and the number of the Form 1044 upon 
which the refund was scheduled and enter the date 
scheduled. 


Enter after the word "for" the information appearing 
in the fourth column of Form 1044 upon which the refund 
was scheduled. 


Enter after the words "Amount of Deposit" the amount 
of the refund scheduled on Form 1044, ‘Schedule of 
Collections. 


Enter after the words "Applied as explained in remarks 
below" the amount which has been transferred to the 
appropriation. 


Enter after the words "Balance authorized to be refunded", 
the amount to be returned to the payee. 


Key 
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n. Under "Remarks" explain fully the reason for returning 
all or part of the refund:tio the payee and the disposi- 
tion made of the ‘iat of such Sia ramos 3 oF any’. 


os mitsyé in the lower Left-hand corner the ‘Gate the form 
is prepared. 


Pp. The dSerbyine officer shall sign R6en 1047 and enter 
his title in the space provided therefor. The name 
and title of the certifying officer shall be typed on 

_ doth. copies of Form 1048. 


qa. Do not make any entries below the double line. — 

Distribution of Forms. 

ae faible Form 1047 and one copy of roth 1048 to the 
Disbursing Office (not through the General Accounting’ 
Preaudit .0ffice). Senin nite hing wail 


b. File the remaining copy of: pistes 1048 with the APS” 
copy of ACP-28. - 


Form 1064, Schedule of Drebarsenents" 


aes 


2. 


Purpose of Form. Form 1064 is used to schedule Forms © 
1047 and 1048 in the same manner ‘that: it is used to f 
schedule Forms ACP~92. 


Preparation of Form. Prepare Form 1064 in quintuple 
(original and four copies) in the same manner that ACP-22 
is prepared, except that there shall be entered in the. 
column headed "Symbol of Appropriation or Fund" the — 
words "Special Deposits" and the symbol number of the 
Special Deposits Account and a separate series of 

bureau schedule numbers shall be used. Assign No. "39-PA-1" 
to the first set of forms and assign consecutive numbers 
to succeeding sets of such forms. Stamp on one copy the 
words "Forward to Control Accounts and ee oarra Section, 
AAA, Washington, D. C." 


Distribution of Forn. 

a. Forward the original and three copies (including 
the copy for Control Accounts and Reports Section) 
to the Disbursing Office. 


b. Forward one copy to the State accountant. 


c. The Disbursing Office will return one copy which 
shall be forwarded to the State accountant. 


1. 


Limitation, and Official Project Accounts. 


Purpose of Form. Form 1097 is used to make an adjustment 
in an appropriation which has been credited by use of 
Form 1096 with the amount of an erroneous set-off: 


This form is also used to make other adjustments in 


appropriations which have been erroneously charged or 
credited, 


Preparation of. Form. 


if the set-off, related to an A.A.A. indebtedness 


_which does not appear on the Comptroller's Register 


of Indebtedness prepare Form 1097 in septuple 
(original and six copies). If the set-off relates 
to an A.A.A, indebtedness which appears on the 
Comptroller's Register af Indebtedness prepare 


‘Form-1097 in octuple (original and seven copies). 


If the set-off relates to a F.S.A. indebtedness 
which does not appear on. the Comptroller's Register 
of Indebtedness, prepare Form 1097 in nonuple 


‘(original and eight copies). If the set-off 
relates to a F.5.A. indebtedness which appears on 


the Comptroller's Register of Indebtedness, prepare 
Form 1097 in decuple (original and nine copies.) 


Make no entry in the upper right-hand corner in 
- the space provided: for the reference number. 


. Enter in the space above the words "Department or 


Establishment" the word "Agriculture." 


Enter in the space above the words "Bureau or Office" 
the letters "AAA" followed by the name of the State 
office. If the set-off relates to a F.S5S.A. indebted- 
ness, enter in the space above the words "Bureau 


‘or:Office" the letters "F.S.A.", instead of the 


letters "A.A.A." 


Enter in the space above the word "Date" the date 
the form is prepared. 


Enter in the space above the words "Disbursing Officer" 


the name "G.F, Allen" and enter in the spaces provided 


therefor in the next line the location of the Regional 
Disbursing Office and the disbursing symbol number. 


Fnter in the column headed "Reference (Vou. Schedule, 


or C/D number)" the schedule number, and the D. 0. 
voucher number of the payment against which the 


at BOY at 


erroneous set-off was made. If the adjustment 


. involves collections, enter also the certificate 
of deposit number. If the indebtedness is to the 


A.A.A., enter also the D. 0. voucher number under 


-,which the indebtedness arose. 


Enter in the column headed "Period of Account" the 
month and year of the account during which the error 
occurred, _ 


In the case of an erroneous set-off, enter in the 
column headed "Appropriation, Limitation, and Project 
Symbol," under the subheadings "To be charged" and 

"To be credited," the symbol number of the appropriation 
which was erroneously credited with the amount of the 
set-off, and the symbol ‘number of the appropriation 


charged with the amount of the set- off, respectively. 


In the case of an erroneous charge against an appropria- 
tion, enter under the subheadings "To Be Charged" and 


"To be credited". the symbol number of the correct 
appropriation and the symbol number of the appropriation 
which was erroneously charged, respectively. 


Bates ‘in. the.column headed "Amount" the amount of the 
adjustment to be made. between the appropriations. 


‘Enter i in the body of the form under. the heading "Full 


Explanation of Error and Reason for Adjustment" a 
Complete explanation of the error which was made in 
charging or crediting an appropriation. The explanation 
must be to the effect that the charge or credit was 

made through error and not that such charge or credit 
was made improperly. 


If the set-off relates to an indebtedness other than 

to the F.S.A., the certifying officer shall sign Form 
1097 in the space provided for the signature of the 
approving officer and shall enter his title in the 
space provided therefor. The name and title of the 
certifying officer shall be typed on all copies of Form 
1097, If the set-off relates to an indebtedness to the 
F.S.A., the space for the signature and the title of 
the approving officer shall be left blank. In such 
case enter the word "recommended" to the left of the 
Space provided for the signature of the approving 
officer. The certifying officer shall sign and enter 
his title, followed by the letters "A.A.A." beneath 

the word "recommended." The name and title of the 
certifying officer, together with the word "recommended" 


‘and the letters "A.A.A." shall be typed on all copies 


of Form 1097. 


Do not make any entries in the space provided for 
the use of the General Accounting Office. 


i aes 


Stamp or type on one copy the words "Forward to 
Control. Accounts and Reports Section, AAA, Washington 
D. 0." and stamp or type on one copy "Return to North 
Central Division, Room No. 5718, South Building." 


bd 


If the set-off relates to either an AAA indebted- 


ness or F.S,A, indebtedness appearing on the 
Comptroller's Register of Indebtedness, stamp or 
write on one copy the words "Forward to Comptroller, 
AAA." If the set-off relates to an indebtedness to 
the F.S.A., prepare and forward immediately a 
memorandum to the Regional Director of tho F.S.A. 

to whom a copy of Form 1096 was transmitted by the 
Regional Disbursing Office advising him that ‘he may 
disregard the erroneous Form 1096. Forward im- 
mediately a copy. of this memorandum to the Comp- 
troller of the, Agricultural Adjustment Administration, 
Washington, D..C., unless the set-off was made 
pursuant to AAA-372. 


3. Distribution of Forn. 


a. 


If the set-off relates to an A.A.A, indebtedness, 
which does not appear on the Comptroller's Register 
of Indebtedness, forward the original and 4 copies 


(including the copies marked "Forward to Control 


Accounts and Reports Section, AAA, Washington, D. C." 
and "Return to North Central Division, Room No. S7LG. 
South Building") to the North Central Division. 
Retain one copy in the APS file and forward the other 
Copy of Form 1097 together with the corrected 
application, statement of claim and related papers | 
to the General Accounting Preaudit Office. It will 
not be necessary to withhold certification of the 
adjustment payment pending receipt of an accomplished 
copy of Form 1097, 


(1) The North Central Division will retain one 
copy and forward the original and three 
Copies to the Office of Budget and Finance. 


(2) The office of Budget and Finance will retain 
two copies and forward the original and one 
copy to the General Accounting Office. 


(3) When action has been taken the General — 
Accounting Office will retain the original 
and return the executed copy to the office 
of Budget and Finance. 


(4) The Office of Budget and Finance will retain 
one executed copy, forward one executed copy to 
the Control Accounts and Reports Section, and 


return the other executed copy to the North 
Central Division for return to the State office, 


(5) When the executed copy is received in the 


State office from the North Central Division, 
enter on the copy in the APS file the action 
taken thereon by the General Accounting Office, 


(6) Forward the executed copy received from the 
‘North Central Division to:the State accountant. 


If the set-off relates to.an A,A,A, indebtedness 
which appears on the Comptroller's Register of 
Indebtedness, forward the original and 5 copics 
(including the copy marked "Forward to Comptroller, 


AAA," in addition to the copics mentioned hereinbefore 


to the North Central Division. Retain one copy in 

the APS file and forward the other copy. of Form 1097 
together with the corrected application, statoment 

of claim and relatod papers to the General Agcounting 
Preaudit Office, It will not be necessary to withhold 
certification of the adjustment payment pending receipt 
of an accomplished copy of Form 1097, 


(1) The disposition of the original and the copies 
of Form 1097 will be the same as in a, supra, 
except that the extra copy, marked "Forward 
to-Comptroller, AAA", will be forwarded to the 
Comptroller of the Agricultural Adjustment Ad- 
ministration by the Office of Budget and Finance 


after action has been.taken by the General Accounting 


Office, 


If the set-off.relates toa FSA, indebtedness which 


.does not appear on the Comptroller's Register of 


Indebtedness, forward the original and 6 copies 
(including the 2 extra copies and the copies men~ 
tioned in a, supra) to the North Central Division, 
Retain one copy in the APS file and forward the other 
copy of Form 1097 together with the corrected applica- 
tion, statement of claim and related papers to the 
General Accounting Preaudit Office. It will not be 
necessary to withhold certification of the adjustment 
payment ponding receipt of an accomplished copy of 
Form 1097, 


(1) Tho North Central Division will forward the 
original and one copy to the Accounting Section, 
Finance Division, Farm Security Administration, 
Room 204, City Club Building, Washington, D. ©, 


oy, 


ce 


(2) The Farm Securi ty Administration will sign the 


_. original and return it to the North Central 
Mitty 1 Slory retaining the CODY. 


(3) The North Central Division will di’spose of the 


original and the. copies thereof. in accordance with 
a and b, supra. 


(4) The Office of Budget and Finance will forward 
. the extra copy to the Farm Security Administration 
after action has been taken by the General 
_ Accounting Office... 


If the set-off relates to a F.S.A, indebtedness which 
appears on the Comptroller's Register of Indebtedness 
forward the original and 7 copies (including the copy 
marked "Forward to Comptroller, AAA" in addition to 


the copies mentioned inc, supra) to the North Central 


Division. Retain one copy in the APS file and 
forward the other copy of Form 1097, togethor with 
the corrected application, statoment of claim and 
related papers to the General Accounting Preaudit 
Officco, It will not be necessary to withhold certi- 
fication of the adjustment payment pending. receipt of 
an accomplished copy of Form 1097, 


(1) The disposition of the original and the copics 
of Form 1097 will be the same as inc, supra, 
except that the extra copy marked "Forward to 
Comptroller, AAA" will be forwarded to the 
Comptroller‘of the Agricultural Adjustment 
Administration by the Office of Budget and 
Finance after action has been taken by the 
General Accounting Office, 


Forn RF-~11, Memorandum for General Accounting Preaudit 
Office in connection with Adjustment Cases, 


Purpose of Form. Form RF-1l is used to set forth 


pertinent facts in connection with any adjustment 
payment which is authorized. 


Le 


De 


Preparation of Form. 


Prepare RF-1l in duplicate (original and one copy), 


Enter in the spaces provided therefor in the upper 
right-hand corner the State and county code and 
serial number of the adjustment application and the 
name of the applicant. 


Ce 


de 


&e 


Se 


~ 34 - 


Enter in the space immediately telow the, title of 


: the form’ the year and name of the program with 
oc respect ‘to which the adjustment payment is authorized. 


® 


Enter in the space ete the words "Memorandum 
for Mr,!", the name of the Chief of Party of the 
General Accounting Preaudit Office and the name 

of the city and State’in which such office is 
located. 


a tdor on the: spaces oaapereraea therefor in item l 


the amount of the ‘gross payment computed under the 
original application and the amount of the gross 
PSE pe Bas under the adjustment application. 


sinter in tie spaces provided therefor in item 3 
‘the amount of the net payment computed under the 


original: application and the amount of the net 


a Paybent computed under the adjustment application. 


Enter in item 4 the number of the check issued 


under the original application, 


Enter in item 4(a) the date of issuance of the check 
under the original application, 


Entor in item 4(b) the D. 0. symbol number under 
which the check was issued. 


- Enter in itom 4(c) the D, 0. voucher number of the 


voucher in which the original application was included. 


Enter in item 4(d) the administrative number of the 
voucher in which the original application was included, 


Strike the word "has" or the words thas not" in 
item 5 depending on whether the check issued under 
the original application has been canceled and 
strike the words "General Accounting Office" and 
"Disbursing Office" when inapplicable or one of 
such terms when only one of them is inapplicable. 


If the check issued under the original application 
has been canceled, enter in item 6 the date of 
cancelation, 


® 


Enter under the caption "Explanation of Adjustment" 
a detailed statement of the facts upon which the 


‘claim for the adjustment payment is based, including 


in such statement the serial number or numbers of 
the original application or applications, If the 


BB ee 


Claim is based on an erroneous set«off the statement 
of explanation should include the fact that Form 1097 
has been prepared providing for a proper adjustment 
in the appropriations credited and charged with the 
amount of the erroneous set-off, 


Oo. The form shall be signed in the space provided 
therefor by the certifying officer, 


5. Distribution of Form, 


& Forward the original to the General Accounting 
Preaudit Office together with the statement of 
Claim, the corrected application and Forms ACP-91 
AOP-92, and Form 1064. 


? 


be File the copy with the APS copy of ACP-28, 
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INSTRUCTIONS RELATIVE TO HANDLING 1939 
LICKING COUNTY FArii COMPUTATION SHEETS 
AND APPLICATIONS FOR PAYMENT IN THE 
OHIO APPLICATION FOR PAYMENT SECTION 


COMTEITS 
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Part V 
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GENERAL 


The instructions contained herein shall be followed in the 
Application for Payment Section in the State of Ohio in handling 
Forms NCR-325L, Licking County, Ohio, Farm Computation Sheet, Forms 
NOn-326L, Application for Payment for One Farn, Forms NCR+Z27L, 
Application for Payment for llore Than One Farm, and related forns. 

liembers of the State committee and all »ersons working in 
the Application for Payment Section shall become thoroughly 
familiar with the instructions contained herein and with all 
other vertinent provisions and instructions relating to the 
1939 Agricultural Conservation Program in Licking County. 

The flow of Forms ICR-325L, NCR-Z26L, and NCR-327L throvgh 
the Application for Payment Section shall be the same as the flow 
of Forms NCR-325, NCR-323, and NCR-327A as set forth in NCR-State 
g08(I), except that the computation work on NOR-325L shall be 
completed before such forms are sent to the Entry Unit for prepara- 


tion of Forms NCR-326L and NOR3e7L, 


i 
| 
1 
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PART 1 — RECORDS UNIT 


Except as provided herein, Forms NCR-325L, NOR-S26L, NCR-327L 
and related forms shall be handled in the Records Unit in the manner 
set forth in W0R-State 308(1), Part I, for handling Forms NOR-225, 
NCR-326, NCR-327, NCR-327A, and related forns. 

Some Forms NOR-325L will have an "X" following the Farm No. ; 
while others will not have such identification, For all Forms 
NCR-325L, the Farm Nos. of which are followed by an "X", withdraw 
from the file the State office copy of the NCR-225L which bears the 
same Farm No., and attach such NCR-225L to the corresponding NCR-325L, 
There will be no corresponding Forms NOz-225L for those Forns 
NCR-325L which do not have an "XX" following the Farm No, 

A separate NCR-331 shall be prepared as of the 10th, 20th, and 
last day of each month showing only the data for Licking County. 

Such data shall also be included with that shown for the other 


counties in the State of Ohio on the regular NCOR-321. 
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PART II — EXAMINATION UNIT 


Except as provided herein, Forms NCR-325L, NCR-326L, WR-3271, 
and related forms shall be handled in the Examination Unit in the 
manner set forth in NC?-State 308(1), Part II for handling Forms NCR-325, 
NOR-326, NC2-327, NCR-B27A, and related forms. 


I, Instructions to Checking Clerks for Checking Entries on NCR-325L 


i, If the Farm No, on WR-325L is not followed by an "X", check 
Section I as follows: 


a. Determine that the productivity factors in column (c) 
are correct for the land use codes entered in column (a). 


b. Determine that there is an entry in column (f) roe 
every line from 22 to 40, inclusive, which has an 
unencircled entry in column (bd) and for every line 
from 1 to 19, inclusive, which has an unencircled 
entry in colunn (bd) and also a minus productivity 
factor in column (c). 


ec. Determine that the slopes shown in column (f) on 
lines ce through 40 are not inconsistent with those 
SNOW Ongtincs P.through 19. inclusives. for .corre= 
sponding fields. . 


d. Determine that the.following codes have sot been 
shown for the sane field for 1938 and 1949, respectively. 


1938 L339 


ba oC 
5a ba 
on 3b 
30% “OG 
3c 3b 
oC 3C 
od 30 
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o. Deternine that the entry in colwin (b) has been 
encircled if code 9a appears on the same line in 
column (a), and that there is an equivalent 
unencircled acreage in column (b) opposite which 
codes 2a, 2d, 2¢, 5a to So inclusive, 6b, 6¢e, oF 
6a appear in column (a). 


f. Determine that the entry in column (b) has been 
encircled if code 9b apvears on the same line in’ 
column (a). 


g, Determine that the entry in column (f) is greater 
than 2 and not more than 24 on’lines on which codes 
9a or 9b ap wear in column (a), 


If the Farm Noy on M0R“325L is followed by the letter 
"x" check Section I as follows: 


a. Determine that there is attached to NCR-S25L the 
State office copy of an NCR-225L bearing the sane 
Farm No, and that the entry in 21(e) of NCR 325L 
is the sane as the entry in 42(f) of NCR-225L. 


be With respect to the 1939 data on lines ee through 
40 of NCR-S325L make the determinations set forth in 
subparagraphs a to g, inclusive, of paragraph 1. 


lake the following determinations with respect to 
Section III, 


a. Determine that the rates per unit in colunn (c) are 
correct for the practice numbers entered in column (a). 
Such rates are contained in Section V of NCR-3gOlL. 


b. Determine that there is an entry in 7(d) if there 
are entrieson lines 1 to 5. 


Deternine that there is an entry in Section IV, iten l, 
if there is antentry in SectionsY, iten 3. 


Make the following determinations with respect to Section V, 


a, Determine that a serial number or "XXX" has been 
entered above cach name, 


db. Detemine that the applicant's address has been shown 
if there is a serial number above his name. If the 
letters "XXX" have been entered above the applicant's 
mane instead of a serial number, no address need be 
shown, 


} 4 
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Ce Determine that for eas applicant there is an entry 
in the MBER Share" column online 1 or a 5. 


dei odd there are entries on lines lwtolSeot ‘Section pies 
determine that. there are percentages. for the division 
of the pasture land ey aa paynent, 


em If there taven re ne im iven oF Section ‘IV, ‘detomine 
that there are percentages for the Mindeign of the 
tree planting payment. 


Lee Instructions to Checking Clerks for Checking Computations on 
NCR-325L. 


eg Verify conputations in Section I as follows: 


a. Determine that the entry in 21(b) is equal to the sun 
of the unencircled entries in colunn (db) OmmLines 1 
nheovan 29¢ 


De eteratns that the entry in’42(b) is equal to the sum 
of the unencircled entries in colwin (») on lines 
ec through 40. 


ec. Determine that the entry in colunn (c) opposite each 
code 9a is equal to the entry in column (f) nultiplied 
by 1.03. This factor should be rounded to two decinal 
places, 


d, Determine that the entry in colunn (c) opposite each 
code 9b is as follows: 


(1) If the acreage in colunn (b) opposite code 9b 
corresponds with an unencircled acreage opposite 
eodes Pax 2d, <2; 5a to Soy “inclusive, 60; Go or 
6d, determine that the productivity factor in 
colunn (c) is edual to the entry in column ee 
multiplied by 4.06. This factor should be 
rovnded to two decinal places. 


(2) If the acreage in column (b) opposite code 9b 
corresponds with an unencircled acreage opposite 
codes 2b, 2c, 2e, ef or eh, determine that the 
productivity factor in column (c) is equal to the 
entry in column (f) multiplied by #.03. This 
factor should be rounded to two decimal places. 


S. lf there is an entry in Section IV, item 1, determine 
that such entry is equal to or greater shad Becht LLG. 
item 7(d) plus Section I, item 42(). 


Se 
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Verify Section V as follows: 


Qe 


de 


If there are one or more entries on line 1 in 

Column (e), (h), and (xk), determine that the sum 

of such entries plus the sum of the entries on 

line 5 in columns (e), (h), and (x), eduals 100 percent. 
If there are one or more entries on line 2 in y. 
columns (e), (h), and (k), determine that the sum of 
such entries plus the sum of the entries on line 5 

in colunns (e), (h), and (k), eQuals 100 percent. 


If there are one or more entries on line Sin . | 
columns (e), (h), and (k), determine that the sun 
of such entries plus the sum of the entries on 
line 5 in columns (e), (h), and (xk), equals 100 
percent. 


If there are no entries on lines 1, 2, and 3 in 
columns (e), (h), and (k), determine that the sum 
of the entries on line 5 in columns (e), (h), and 
(k), equals 100 percent. 


a ed 


PART III — ENTRY UNIT 
Except as provided herein Forms NCR325L, NCR-3261, and 
related forms shall be handled in the Entry. Unit in the manner set 
forth in NCR-State 308(I), Part III for handling Forms NCR-325, 
NCR-326, and related forms. 


i. tMmecructions to Entry Clerks, 


All entries on Forms NCR-325L will be made in the county office. 
For each NCR-325L prepare as many sets of NCR-326L (in 
quadruplicate) as there are serial numbers shown in Section V 
of NCR-325L. Prepare NCR-326L even though the serial number is 
greater than 7000. Do not. prevare an NCR-32e6L for any person 
whose name is listed in Section V if there is entered above 

the name of..such person the letters "XXX", Fasten together 

all Forms NCR-325L and NCR-326L which are prevared for the 

same farm. — | 


i Make entries on NCR-326L as follows: 


a. Enter the serial number and the farm number in the 
upver right-hand’ corner of NOR-326L. Obtain the farm 
number from the unper right-hand corner of NCR-325L 
and obtain the serial number from the space above the 
applicant's name. in Section V. 


b. Make entries in Section I as follows: 


(1) Obtain the entry for item 1 from Section 1, 
21(e) of NCR_3251.. . 


(2) Obtain the entry for item 2 from Section I, 
42(b) of NCR-325.L. 


(3) Obtain the entry for item 3 from Section I 
42(e) of NCR-325L. 


+(4) Obtain the entry for item 4 from Section II 
- odtem 1 of; NCR-3251. | 


(5) Obtain the entry for item 5 from Section III, 
Wd) of NOR-$251,. 


(6) Obtain the entry for item 6 from Section IV, 
item I ‘of! NCR=3251L. 


(7) Obtain the entry for item 7 from Section IV, 
item 3 of NCR-325L. } 


Wha ye! 


ec. Make entries in Section II as follows: 


(1) Obtain entries for line 1 from Section IIT, 
column (a) of NCR-3251L. 


(2) Obtain entries for line 2 from Section III, 
column (b) of NCR-325L. 


d. Make entries in Section III as follows: 


(1) Obtain the entry for item 1 from Section V, 
line 1 or line 5, column (e), (h) or (x), 
of NCR-325L, whichever is apolicable. 


(2) Obtain the entry for item 2 from Section V, 
line 2 or line 5, column (e), (h) or (x), 
of NCR-325L whichever is apolicable. 


(3) Obtain the entry.for item 3 from Section V, 
line 3 or line 5, column (e), (h). or (k), of 
NCR_325L, whichever is applicable. 


e. Make entries in Section IV as follows: 


(1) Obtain the entry for l(c) from NCR-325L, 
Section V, 5(f), 5(i), or 5(1), whichever 
is aoplicable. Enter a dash if there is no 
deduction for the aoplicant. 


(2) Obtain the entry for 2(c) from NCR-3e5L, 
Section V, 7(d), 7(g), or 7(j) whichever is 
applicable. Enter zero if there is no payment 
for the applicant. 


(3) If an assignment is shown in Section V, item 8 
of NCR-325L, enter in 4(a) the name and address 
of the assignee and enter in 4(b) the amount of 
the assignment. If there is an assignment and a 
set-off or two set-offs enter the one having 
priority in item 4 and enter the second one in 
item 5. Enter the amounts of the assignment and/or 
set-offs at 4(b) and 5(b), respectively. 


(4) Print the name and address of the aoplicant in 
item 7. Obtain such data from Section Vin the 
spaces over columns (d) to (e), inclusive. 


2. Make entries on NCR-327L as follows: 
a. Enter the serial number in the unver right-hand corner. 


b. Enter in column Ca), in consecutive order, the farm 


numbers appearing on all Forms NCR-326L which bear 
the same serial number. 


a. 


es 


c. Obtain the entries for column (b) from Section IV, 
item 2(c) of NCR-s26L. 


d. Obtain the entries for column (c) from Section IV. 
item l(c) of NCR-z26L, 


e. Obtain the entries for column (e) from Section IV, 
item 4(b) or 5(b) of NCR-3261, 


f. Obtain the entires for column (zg) from Section IV, 
item 4(a) or 5(a) of NCR-326L. 


ya 
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Make entries for set-offs on lines 4, 5, and 6 in 
the manner set forth in NCR-State 308\1) for making 
such entries under the regular agriculturcl conser- 
vation program in the North Central Regicn. 


h. Enter on line 7 the name and address of the applicant. 
In the event the names on several Forms NUOR-326L 
are not exactly alike, use the name on R®--8 unless 
it is obvious that such name is incorrect, in which 
case suspend NCR-326L to determine the correct name 
of the applicant. 


Instructions for Release of Transmittal. 
Forms NCR-325L, NCR-326L, and related forms shall be released 

in the manner set forth in NCR-State 308, Part III for releasing 
Forms NCR-325, NCR-326, and NCR.327, 
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PART IV ~ COMPUTATION UNIT 


Except as provided herein Forms NCR-325L, NCR-326L, NCR-327L 
and related forms shall be handled in the Computation Unit in the 
manner set forth in NOR, State 308(1), Part IV, for handling NCR-325, 
NCR-326, NCR-327, and NCR-327A and related forms. 


Forms NCR-326L bearing serial numbers smaller than 7000 
and Forms NCR-327L shall be handled in. the manner set forth in 
NCR-State 308(I), Part IV for handling Forms NCR-326 and NCR-327A. 
Forms NOR-326L bearing serial numbers larger. than 7000 shall be 
handled in the manner set forth in NCR-State 308(I), Part IV for 
handling Forms NCR-327, 


Special consideration must be given to computations involving 
negative numbers. In no case shall any negative number be dis- 
regarded unless the instructions contained herein provide that such 
number is to be disregarded. 


In rounding fractions to the required number of decimal 
places, all fractions of one-half unit or less shall be dropped 
and all fractions in excess of one-half unit shall be regarded as 
a whole unit. 


i anetructions to Computing Clerks for Making Computations on 
NCR_-325L. 


1. Make computations with respect to Section I as follows: 


a.. Obtain entries for column (da) by multiplying each 
positive (+) factor in column (c) by the entry on 
the same line in column (b). Round to one decimal 
place. 


b. Obtain entries for column (e) by multiplying each 
negative (-) factor in column (c) by the entry on 
the same line in column (b). Round to one decimal 
place. 


c. Obtain entries for column (g), lines 1 through 19, 
inclusive, by multiplying the entry in column (f) 
DyaW ews 


d. Obtain entries for column (2), lines 22 through 40 
as follows; 


(1) If the code in column (a) is other than 
2b or 2c, obtain entries for column (g) by 
multiplying the entry in column (f) by 0.1. 


(2) If the code in column (a) is 2b or 2c,.make two 
- entries in column (g) as follows: 


Aes s 


(a) Enter the result obtained by multiplying the 
“entry in column (f)-by 0.1.) 


(vb) . Enter and circle the amount obtained by 
multiplying the entry in column (£) bynsObe 
Round to two decimal places. 


Obtain entries for column (h) by multiplying each 
entry in column (g) on a line on which a negative 
factor appears in column (c), by the entry in column (ba 


Round to one decimal place. Do not obtain an entry for 


column (h) for any line on which a circled entry appears 
in column (b). In cases where there are both a circled 
entry and an unencircled entry in column (zg), use only 


‘the circled entry and disregard the unencircled entry. 


Obtain entried for column (i) by multiplying each 
unencircled entry in column (g) by the entry on the 
same line in column (b). Round to one decimal place. 
Do not obtain an entry for column (i) for any line on 
which a circled entry appears in column (b). 


Obtain 20(d) by adding the entries in 1(d) to 19(a), 
inclusive. , 


Obtain 20(e) by adding the entries in 1(e) to 19(e), 
inclusive. 


Obtain 20(h) by adding the entries in 1(h). to 
19(h), inclusive. ; 


Obtain 41(d) by adding the entries in 22(d) to 
40(d), inclusive. 


Obtain 41(e) by adding the entries in 22(e) to 
40(e), inclusive. 


Obtain 41(h) by adding the entries in 22(h) to 40(h), 
inclusive.. 


Obtain 41(i) by adding the entries in 22(i) to 40(i), 


inclusive. 


Obtain 21(h) by adding algebraically the entries in 
20(d), 20(e), and 20(h). 


Obtain 42(h) by adding algebraically the entries 
in 41(d), 41(e), and 41(h). 


Obtain 2l(e) by dividing 21(h) by 21(b). Round to two 
decimal places. 
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q. Obtain 42(e) by dividing 42(h) by 42(b). Round te two 
oop sae 

r. Obtain 42(4 ) by dividing Pic by apd Round to two 
eegina. ai 


ilakce computations with respect to Section II as follows: 

a. Obtain itém 1 by adding algebraically ~.90 and one- 
half of the entry in Section I, 42(i). Round.to 
two decimal places. 


be. Obtain item 2 by subtracting algebraically from 
the entry in Section I, 42(e), the entry in item l 
and multiplying such difference by 100. If the 
result ,is'a negative number, such number preceded by 
a minus sign shall ae entered in item 2. 


we obtain temo by ete ee a iseeient ly 
from .20 the, entry in item’l “and multiplying the 
difference by 100. 


d. Enter in item 4 the smaller of items 2 and 
o. If the entry in item 2 is a negative number, 
transfer such negative number to item 4. 


e. Obtain item 5 by multiplying item 4 by .0125, Round 
to three decimal places. If the entry in item:4 
is a negative number, the entry in item 5 will like- 
wise be a negative number. 


ff. Obtain item 6 by multiplying item 5 by the entry in 
Section I, 42(b). Round to the nearest 
cent. If the entry in item 5 is a negative number, 
the entry in item 6 will likewise be a negative 
number, 


g Obtain item 7 by subtracting algebraically from the 
entry in Section I, 42(¢) the entry in Section I, 
21(o) and multivlying such difference by 100. If 
the result is a negative number, such number pre- 
ceded by a minus sign shall be entered in item 7 
and dashes shall be entered in items 8, 9, and 10. 


h. Enter in item 8 the entry in item 7 if it is less 
than 40, otherwise enter 40. 


i. Obtain item 9 by multiplying item 8 by 0.015. Round 
to three decimal places. 


je Obtain item 10 by multiplying item 9 by the entry in 
Section I, 42(b). Round to the nearest cent. 


eyes 


Make computations with respect to Section III as follows:: 


Qe 
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Obtain 1(d) through 5(d), inclusive, by multiplying 
each of the entries in column (b) on lines 1 through 
5 by the entry on the same line in column (c). 


Obtain 6(d) by adding the entries in 1(d) through 
Says 


Obtain 8(d) by multiplying 7(d) by 0.50. 
Enter in 9(d) the larger of 8(d) and $3.00. 


Enter in 10(d) the smaller of 6(d) and 9(d). 


Make computations with respect to Section IV as follows: 


Ae 
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Obtain item 2 by multiplying item 1 by 9.05. Round to 
one decimal place. 


Enter in item 4 the smaller of items 2 and 4. 


Obtain item 5 by multiplying item 4 by $10.00. 


Make entries and computations with respect to Section V as 
follows: > fa 


a. 


Obtain 1(b) as follows; 


(1) If items 6 and 7 of Section II are both positive 
enter the sum of items 6 and 10. 


(2) If item 6 is positive and item 7 is negative, enter 
item 6. 


(3) If item 6 is negative and item 7 is positive, enter 
item 10. 


(4) If item 6 is negative and item 7 is negative enter zero. 
(5) If the word "Idle" has been entered in Section I on 
lines 22 through 40, enter zero and do not make 
entries as indicated in items (1), (2), and (3), supra. 


Obtain l(c) as follows: 


(1) If items 6 and 7 of Section II are both positive 
or if either of such items is positive, enter zero. 


(2) If items 6 and 7 of Section II are both negative, 
enter item 6. 
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c. Enter in 2(b) the entry in Section III, item 10(d). 
d. "nter in 3(b) the entry in Section IV, item 5. 

e. Obtain 4(b) by adding 1(d), 2(d) and 3(»d). 


f. Obtain the entries for columns (da), (g) and (j), 
lines 1, 2 and 3 by multiplying the entries in 
column (b) on such lines by the entries in columns 
Pe amanda). 


2. Obtain at fee) and ie as “follows: 


(1) If there is a zero in l(c) enter zero in 1(f),- 
i(3) anerrc | i 


(2) If the serial number above an applicant's name- 
is less than 7000, enter zero in 1(f), 1(i) and 
1(1), whichever is applicable. 


(3) -If there is an entry in 1(c) other than zero, 
and if the serial number above an apolicant's 
name is greater than 7000, obtain the entry for 
TCP), P1y er i) for such applicant by 
multiplying l(c) by the entry on line 1, column 
(e), (h) or (x), whichever is applicable. If 
there is no entry on line 1 in column (e), (h) 
or (ix), for such applicant, use the entry on 
line 5 in such column. 


h. Obtain 4(d), 4(g) and 4(j), by adding the entries 
enilines i, 2 and 3 im such colimns. However, if 
there are no entries on lines 1, 2 and 3 for an 
applicant, but there is an entry on line 5 in 
column (e), (h) or (kz), obtain 4(d), 4(g) or 4(3) 
for such apvlicant by multiplying 4(b) by 5(e), 
5(h) or 5(k), respectively. 


i. Obtain 5(d) by subtracting from 4(d) the entry in 1(f). 
Obtain 5(¢) and 5(3) in a similar manner. 


j. Obtain 5(f) by subtracting from 1(f) the entry in 
4(d). Obtain 5(i) and 5(1) in a similar manner. 


k. Bnter in 6(d), 6(g) or 6(j) the increase in payment 
for each apolicant. Obtain such payment increases 
from Section VIII of NCR-3O1L. 


1. Obtain 7(d), 7(g) and 7(j) by adding the entries 
on lines 5 and 6 in such columns. 


Il. 


Instructions to Computing Clerts for Making Computations on 
WCR-326L end NCR-327L. 


sl 


See 


All computations on NCR-326L bearing serial numbers less 
than 7000 shall be made in accordance with the procedure 
set forth in NCR-State 308 (I), Part IV, for maxing 
computations on NCR-326. 


Mo computations shall be made on Forms NOR-326L bearing 
serial numbers larger than 7000. 


All computations on NCR-327L shall be made in accordance with | ; 
the procedure set forth in NCR-State 308(I1), Part IV for 
making computations on NCR-d27A. 


3 ae 


PART V — PAYMENT SCHEDULE UNIT 


Forms NCR-326L, NCR-327L, and related forms shall be handled 
in the Payment Schedule Unit in the manner set forth in NCR-State 
308(II), Part IV, for handling Forms NCR-326, NCR-327A, and related 
forms. 


PART VI — CLEARANCE UNIT 


Forms NCR-325L, NCR-326L, NCR-327L, and related forms shall 
be handled in the Clearance Unit in the manner set forth in NCR- 
State 308(II), Part V, for handling Forms NCR-325, NCR-326, NCR-327A, 
and related forms. 
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ie NCR-State 308 (FCI) (LA) ™ ae, _. Issued May 22, 1939. 


| UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
| NORTH CENTRAL DIVISION . © 

| 


| . 
| INSTRUCTIONS RELATIVE TO HANDLING CLAIMS 
| 


FOR LOSS ADJUSTMENTS UNDER THE WHEAT CROP 

INSURANCE PROGRAM IN THE STATE APPLICATION’ 

FOR PAYMENT SECTIONS IN THE NORTH CENTRAL ip, mm 
REGION. : 
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The work pertaining to the examination and approval o 
for indemnity payments in connection with wheat crop insurance 
policies will be performed in the State office by the Application 
for Payment Section. All persons engnged in the handling of this 
work should become thoroughly familiar with the regulations relating 
to wheat crop insurance, the instructions set forth in FCI-31 as 
anended and FCI-60 as anended and the instructions contained herein. 
| All questions of a policy nature shall be referred to a member of 
| the State committee or the State Crop Insurance Supervisor. All 
| work in connection with claims for indemnity payments shall be 
handled promptly. 


Bi, The numbers and titles of the forms to be used in the Appli- 
cation for Payment Section are as follows: 


1. FCI-2, Wheat Crop Insurance Policy. 
2, FCI-2, Rider (A), Rider to Wheat Crop Insurance Policy. 


3, FCI-27, Instructions on Signatures and. Authorizations. 


4, FCI-67, Statement in Proof of Loss. 
5, FCI-68, Adjuster's Narrative Report. 
6, FCIC~104, Statement of Cash Indemnity. 


Throughout these instructions all forms will be referred to by 
form number and not by the title of the forn. 


All fractions of acres shall be expressed to the nearest 
tenth of an acre, All decimals of 0.05 or less shall be dropped and 


decimals in excess of 0.05 shall be regarded as a tenth of an 
acre, For example, 


-72,8498 should be expressed as 72.8. 
72,8500 should be expressed as 72.8. 
72,8501 should: be expressed as 72.9 


All calculations pertaining to bushels shal] be rounded to the 
nearest whole bushel, All decimals of less than 0.6 shall be 
dropped and all decimals of 0.6 or more shall be regarded as an 
additional bushel. For example, 


72.4 should be expressed as 72, 
72.5 should be expressed as 72. 
72.6 should be expressed as 73. 


If fractions of a bushel are shown in pounds, thirty pounds or less 
shall be dropped and thirty-one pounds or more shall be rounded 
upward. 


As used in these instructions the following terms shall have 
the following meanings: 


1, "APS" means the Application for Payment Section of 
the State office. 


2. "Corporation" or the symbol "FCIC" means the Federal 
Crop Insurance Corporation. Where provision is made 
in these instructions for forms to be sent to, or 
received from the corporation, the branch office of 
the corporation is meant. The Kansas City branch 
office serves the States of Illinois, Indiana, Iowa, 
Michigan, Missouri, Nebraska, and Ohio. ‘he Minnesota 
branch office serves the States of Minnesota, South 
Dakota, and Wisconsin. 


If any FCI-67 is unacceptable in accordance with the pro- 
cedure set forth herein, suspend such FOI-67 for the necessary 
corrections. 


Forms R¥-203, RF-204, and NCR-230 shall be handled in a man~ 
ner similar to that set forth in NCR-State 208. 


NOR-State 208 (CI) (LA) 


“UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PaRT I - RECORDS UNIT 


I, Instructions to Receiving Clerks. 


i. 


Se 


4. 


Upon receipt of Forms FOI-2 and FCI-2 Rider (A) from 


the FCIC, stamp the date of receipt on such forms 
and file them by application number rather than by 


policy number, 


Upon receipt of Forms FCI-67 and related forns, stamp 
the date of receipt on the original and all copies of 
such forns and fasten to each Form FCI-67 the related 
FCI~2 and FCI~2 Rider (A), if my. If the appropriate 
State and county code does not appear in the upper 
right-hand corner of FCI-67 and FCI-68, make such 


entry, ”. 


Deternine that each claim for indemnity contains the 
following forms and papers: 


a. Original and one copy of FCI-67, 

b. Original (handwritten) and one typed copy 
of FCI-68, 

c. Original and:one copy of all other reports and 
papers in connection with the clain, (These are 
not necessary in all cases but whenever present 
must be in duplicate.) 


Release all forms to the Record Clerk. 


II, Instructions to Record Clerk. 


ie 


Upon receipt of Forms FCI-67 and related forms and 
papers from the receiving clerk, prepare a lot record 
in duplicate on NCR-230. Enter the words "Crop 
Insurance!" above the title of the form and change 

the title of the form to read "Transmittal Sheet for 
Applications for Loss Adjustments". Enter at the top 
of the form the State and county code, the name of the 
State, the name of the county, and the sheet number, 


a Bik 


The number "1"! shall be assigned to the first sheet 
and subsequent sheets shall be numbered consecutively. 
Enter in the first space in the line beneath the name 
of the State, the number of sheets of NOR-230 in the 
transmittal; enter in the second space the number of 
the first sheet in the transmittal; and enter in the 
third space the number of the last sheet in the trans~ 
mittal, Arrange the Forms FOI-67 in order by crop 
insurance application number, In the event more than 
one application number is shown in the upper right- 
hand corner of FCI-67, circle the application number 
which pertains to the policy number shown on FCI-67 

to the right of the words "Part II, Basis for Settle- 
ment." Enter in Section I the application numbers of 
Forms FCI-67. If more than one application number is 
shown on FCI-67, enter the circled number, Enter in 
the space in the last line of each sheet of NCR-230 
the total number of Forms FCI-67, the application 
numbers of which are listed in Section at 


Prepared an RF-301 for each county for which Forms 
FCI-67 are received. 


a. Enter the State and county code and the name of 
the county in the upper right-hand corner of the 
form, , 5 


bd, Enter the symbols N'CI-LA" in the blank space 
between "1939" and "Program". 


c, Strike the letters "GAPO" and enter in lieu 
thereof "FCIC", 


Upon receipt of Forms FCI467 from the county, make 
entries on RF-~301 as follows: 


a. snter in column (a) the lot number which will be 
the sheet number of NCR-230 on which Forms FCI-67 
are listed. 


bd, Enter in column (b) the. date of receipt of Forns 
FCI-67, ; 


c,. snter in column (c) the nunber of Forms FCI-67 
in the lot. Be 


When Forns FCI-67 are released to the FCIC make 
entries on RF-301 as follows: 


a. Enter in colunn (e) the date of release. 


b. Enter in colunn (f) the number of Forms FCI-67 
which were releaged to the FCIC, 


Prepare a memorandum report to the Director of the 
North Central Division on the 10th, 20th, and last 
day of each month, showing totnls for the period 

and cunulative totals of the following information: 


a. Nunber of Forms FCI-67 received from the county. 
b. Nunber of Forns FCI-67 suspended in SPS. 

ec. Nunber of Ferns FCI-67 forwarded to the FCIC, 

d. Nunber of Forms FCI~67 suspended by the FCIC. 

e, Nunber of Forms FCIC-104 received from the FCIC, 


When Forns FCI-67 have been coriputed and signed by 
the person designated by the State Committee, 
forward the original of FCI-67, the original (signed 
copy) of FCI-~68, and the originals of other related 
papers except FCI-2 and FCI-2, Rider (A), if any, 

to the branch office of the FCIC, File the copies 
of FCI~67 and related forms by application number 
in the State office. Before releasing any FCI~67 

to 2s FOIC determine whether the insured has 
obi.craed an advance on ACP-100 for the payment of 
the ovomium on his policy, If the insured has 
obtained such an advance and the entire amount of 
such advance has not been liquidated by means of 
refund or set-off, attach to FCI-67 a statement 
signed by the cettifying officer indicating the 
atount of the advance which has not been liquidated. 
4 copy of this statement shall be filed with the 
State office copy of FCI-67, 


Upon receipt of Forms FOIC-104 from the FCIC, file 
one copy with the related FCI-67 and forward the 
other copy to the county office. 


NCR-State 308 (FCI) (LA) 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


PART II ~ EXAMINATION UNIT 
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iy Instructions for Examination of Forms FCI-67 and FOI-68. 
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Verify the entries on FCI-67 for (1) "Adjusted average 
yiela", (2) "Insured percentage, and (3) "Ingured's 
interest", against the corresponding entries on FCl-2 
or on FOL-2, Rider (A), if any. Correct HCI~67 to 
agree with FCI-2, or FOI-2, Rider (A), if necessary. 
All such corrections shall be initinled by the person 
making the changes, ‘The county office shall be noti- 
fied of the changes in order that the county office 
copy may be corrected. 


Verify Part I of FCI~67 ag follows: 


a. Determine that an entry other than zero appears in 
the "Bushels"” column of items 1, 2, 3 and 4, if 
there is any entry other than zero in the "Acreage" 
column, or vice versa. 


>. If there is an entry in item 3 determine that 
there is an adequate explanation of such entry 
on FCI-68. 


c, If there ig an entry in item 8(a) or 8(b) 


(1) Determine that such entry has been adequately 
explained on FCI-68 and that the cause of 
loss not insured against is reported in Part 
III of FCI-67,. 


(2) Determine that the cause of the loss as 
reported on FCI-68 and in Part Ill of 
FCI467 is one not covered by the insurance 
policy. The policy insures against loss 
due to drought, flood, hail, wind, frost, 
winterkill, lighting, fire, tornado, storm, 
insect infestation, animal pests, plant 
disease, excessive or deficient moisture, 
incursions of animals, and any other 
unavoidable couse not excluded herein, The 
policy does not insure against loss causcd 
by overpasturing or by the neglect or mal- 
feasance of the insured or of any person in 
hig household or employment or connected 


3. 


Pa! see 


with the farm as tenant, sharecropper or wage 
hand, or by theft, or by overplanting, use of 
defective seed, failure properly to prepare 
the land for seeding or properly to seed, 
harvest, thresh, or care for the insured crop, 
or by failure to reseed to wheat in areas 
and under eircumstances where it is customary 
to reseed, 


-Any fractional entry for bushels in Part I ‘shall 


be rounded to whole bushels. Such change shall be 
initialed by the clerk making the correction and 
the county office shall be advised of the change. 
All other corrections in:Part I must have been 
initialed by the insured. 


Verify Part II of FCI-67 as follows: 


Qe 


Verify the policy number against the corresponding 
number on FCI-2e, 


Verify Part III of FCI+67 as follows: 


Ge 
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Determine that the primary cause, the date or period 
of damage, and the percent contribution to damage 
have been shown. 


If a secondary or other contributing cause is shown, 
determine that the date or period of damage and 
the percentage contribution to damage have been 
shown. 


Determine that the causes of damage are consistent 
with conditions known to exist in the locality, 
Questionable cases should be referred to the State 
Crop Insurance Supervisor. 


If causes not insured against are shown in item 14, 
15, or 16, determine that due allowance has been 
made in Part I, item 8. 


Determine that the porcent contribution to damage 
in items 14, 15, and 16 is equal to 100. 


Determine that the word "Yes" or the word "No" has 


been entered in item 17. 


If the answer to item 17 is "Yes", determine that 
the name and address of the person causing the 
damage is shown in item 18 and that an adequate 
explanation is shown on FCI-68, If the answer to 
item 17 is "No". there will be no entry in item 18, 


ae a 
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h, Determine that item 19 indicates whether the insured 
is carrying other insurance on the crop, If all-risk 
insurance is carried, determine that the name of the 
insurance company is shown, 


Verify Part IV of FCI-67 as follows: 


a. Determine that none of the printed matter has been 
altered in items 22, 23, 24, and 25. 


b. Determine that the insured has indicated in item 20 
the manner in which settlement is to be made. Only 
one method of settlement may be shown. 


c. Determine that the name of the insured as shown in 
item 22 is the same as the one shown on FCI~2 or 
FCI-2, Rider (A), snd that the signature of the 
insured has been affixed in accordance with the 
instructions in FOI-27, If FOI-67 has been signed 
by an agent, administrator, executor, or by a 
person acting in any other type of fiduciary 
capacity, it will not be necessary to determine 
whether such person has bcen properly authorized 
to act in such capacity, since such authorizations 
may be on file in the FOIC., Any authorization 
submitted with FCI-67 shall be forwarded to the 
FCIC, 


d. Determine that a date has been entered opposite 
the signature of the insured. 


e. Determine that the adjuster has signed in item 23 
and that the date opposite the signature of the 
adjuster is the same or later than that in item 22, 
Do not change the date in item 23 since the amount 
of cash indemnity is based on the basic market 
price on such date, 


f, Determine that a member of the county committee 
has signed in item 24 and that the date opposite 
his signature is the same or later than the one 
shown in item 23, 


Verify the original and typed copy of FCI-67 as follows: 


ae Determine thet the name and address of the person 
who assisted at the time of inspection, or the 
words "no one" have been entered in the space pro- 
vided therefor, 
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“bd. Determine thatithe adjuster whose name appears on 


- FCI-68 is the same as the one whose name appears 
in item 23 of FCI-67, and that the signature of 
the adjuster and the date of signing appear on the 
original of FCI-68, 


ec, Determine that the report is sufficienty clear 
and complete to give a word picture of the adjust- 
_ ment and that an explanation has been given of all 
points specifically mentioned on FCI-68 with 
particular reference to items 3, 7(b) and 8(b) of 
FCI-67, 


Upon completion of the examination work in connection 
with Forms FCI~67 and FCI-68 initial FCI-67 in item 25 
below the line for the signature of a representative 
of the State Committee, ond enter the date. 


Sign NCR-230 in the space provided for the signature 
of the Examination Clerk and enter the date. 


Prepare RF-203 and release the lot including all 
suspended cases to the Computation Unit. 


NCR-State 308 (FCI) (LA) 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
‘NORTH CENTRAL DIVISION | 


PART ILE ~ COMPUTATION UNIT 
I. Make computations on FCI<67 as EO RES oy 


1. Moke the following computations with : res Bake t6 Party d 
of P0167, “ms 


a... Determine that the entry in the "Bushels" column 
_. of Item 6, if any, is eqtial: to the entry in the 
"Acreage" column of item 6 times the Seine 
average yield" times the "insured percentage 
The adjusted average yield and the insured oe 
centage are shown aboysé Part 4 of FCI-67 under 
the | pause Or ane Tom, )  -: 


| ase ae are entries in items 7(a) and 7(b), 
determine that the entry in item 7 (c) is the 
“entry in 7(a) minus the entry in item 7(b). 


¢. Verify the entry in the "Bughels! column of 
item 9 as follows: 


(1) Multiply the entry in the “Acreage” column 
of item 9 by the "adjusted average yiela." 


(2) Suspend FCI~67 if the entry in the "Bushelg" 
column of item 9 is less than the amount 
determined under c(1), supra. Do not suspend 
fCI-67 if such entry is equal to or greater 
than the amount determined under C(1), supra. 


d. Verify item 10 as follows: 


(1) The entry in the "Acreage" column of item 10 
must be equal to the sum of the entries in 
such column in items 1, 2, 3, 4;.°S¢ .6,. Sana, 9. 


(2) The entry in the "Bushels" column of item 10 
must be equal to the sum of the entries in 
such column in items 1 to 9,; inclusive. 


2. Verify Part II of FCI~67 as follows: 


a. Verify iten 11 of FCI-67 against item (e) of FCI-2 


By Sa 


or against column E of FCI-2, Rider (A). 


(1) Compare, the entry in-the "Acreage" colunn of 
 -4té6n 10 of FCI-67 with, the entry in iten (c) 
of FCI-2 or the entry in column © of FCI-2, 
Rider (A). | 


(a) If the acreage shown in item 10 of 
FCI-67 is equal. to or greater than 
that shown on FOI-2 or FOl~2, Rider 
(A), determine that item 11 of FCI-67 
is the same as item (e) of FCI-2 or 
column @ of FCI-2, Rider (A). 


(») If the acreage shown in item 10 is less 

than that shown in item (c) of FCI-2 or 
column © of FCI-2, Rider (A), determine 
that item ll of FCI-~67 is equal to the 
result obtained by multiplying the 
acreage shown in item 10, by the Nad- 
justed average yiela", and by the "in- 
sured percentage", and by the Ninsured's 
interest." 


Verify item 12 by multiplying the number of bushels 


shown in item 10 by the "ingured's interest." 


Verify item 13 by subtracting the entry in item 12 
from the entry in item ll. 


If iten: il, 12, or 13 is* found to be incorrect, 
encircle the incorrect entry and enter the correct 
entry to the left of the original entry. Any 
correction in item 11, 12, or 13 must be initialed 
by the insured. . Oe een 


“Updn completion of the conputation work on all Forns 


FCI~67 in the lot, sign NCR-230.in the space provided 
for the computation clerk and enter the date. i 


Release all forms to the person designated by the State 
committee so that he nay affix his signature in iten 25 
of FCI-67, 


